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Goidelines for evali» ting postsecondary career 
education prograas in Haryland are provided. The basis for the 
evaluation system self- study design is a nodel developed hf Balcoln 
Provus and described in "Educational Evaluation: BevSoles, Hen 
aeansr The Sixty-eight yearbook of the National Society for the study 
of Education, part xi.** The chapters of guide are: I. Prograa 
Evaluation; II. Organizing the Self-Study Teaa (Level IX}; III. Phase 
I Progran Objective Evaluation (Level II) ; 1¥. Phase II Educational 
Process Evaluation (Level li) ; y. Phase III Installation Evaluation 
(Level II); ¥1. Phase I? ProdiKzt Evaluation (Level II); and ?II. 
Phase T Evaluation of thecost Benefits (Level II). in addition, 
appendixes present: A. SBCC Program Proposal Hanual; B. Student 
Placenent Questionnaire; C. Graduate Follov-up Questionnaire; £• 
Long- Range Follov-up Questionnaire; and E. Eaployer Bating of 
students. The board oembers of the Haryland State Board for Coaaunity 
Colleges and of the Haryland state Board of Education are listed* 
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i-yt^^t-^m -1 rr ov .Uu ttloti iJevelwj;H^d by tliO Maryland Community 
* litHi'-^ i r;?<griin hval uation CcifimittiH" Is tfe result of coiintltJS3 

I'hi.^ f r^p { v;ar^ dr-vclcped In response tc ar: explicit need to provide 
;<i^^i!ty^ uirahU.'^ratijrc* and State agency j>c-rsonnel with technique which 
\<i l : viivi: *MtIy v;.trnlrvi r-iqns '^fiien a program is inetfective, and \irtiich 
v;i]. ris^vl.li^* i lUt^p-^Vy^^tep methodolt^gy fot discovering where, in the 



\'f'.l l^^ my h.iV^i wl;.^hed i>r i set of criteria .)r stari^l.^rdc agriinst 

v;t.: o'; a pn^jt :Jin ntight Ix^ ^-^v jluated, the Cr^nnnittee hds estaWished only a 
ry:,t..m t tfVuu^^ti Criteria and standards must be establlr»hed by 
^M.-':.' ^-mrr.u;-! ty .ri-ilt-i.^^^ t;> fit ti>-^ cnvlroiiinerit In wliich the program exists • 

rh*^ i tor thf* evalu^itic^ti system It -study design is a model 

.lev- i *yvi :y Ktlo-lm Trovuc md dearrlbod ir\ Educational Evaluation: Nev 
H t"k'itu^» !ho Sixty'»oiqnt Yearbook: g^f Uto N^itional Society for 




i--r ; tv it .fii .a- iluufl ^ t ;qij..tto.: within thf' cc'irinvii'.ity t'-.xl Ityjc, 



., ..,..4 



rn.'., i. vroi l.i.'tit , tru^tt o fio^ki: u ;?ur4ticoS| on tho v-ne harKi^ thut the 
<'.i.;'- »f ■; pt •qrirr. . i 1 ; In.i the ttilai?; -n of tV.e college, ,ind, on the oUjer, 

t . r w.^yr t ; lir.prv^ve tU^ proqr <ni. Tho j)iirp<5Se of this m.^nual is to 
:i 1 ;U.or<.vu.*Ki in -^y-i lujiirivi c^miinity coUe^je programs with a system, 

' 1 - ■•rt''' i , w:!: iTi-uIt ;:ct .;f recomn^tid^^tlans to tlie presidetit. 

• • * 'fr.u-']'. t.l.i:-»?- '.rr.r t t •;..}. -,c- 1 f -»vVu 1 u^- Ion by citizens, atud»»nt«, -ind 

:> r;-. !;!;e I ru,-<-rt ♦ U wH-i proqrami-.. Th*» evalt »tion system developed 
V V- ;-;- --^tnrvjr:ity >1 1.-.^- Cirer=-r Proqram Evulu.-ition Committee and 

i-- ri-iiuia:, thciet.iro, f..cur>*--K :.ri the Involvetnent of the local 

;trL. r., 'i-iio t'- mnl t t.:>o i-^.:f^nni:-<»s that the ool lege .is resjxjnsible for 
nt'i-TT'. ' ^ i-T s f qi {T. •,;!;.iriq*^H. The ultlnitt^- purpose of eVfiluation is program 
r.jf v»-ny^r.t wh.lch Imfii«>r -hanqo. Change is extremely difficult to bring 
.■:'-..;t Ir. i-, t Lk: ,it io:.} 1 ! t:^ t Ittit i unleGc thoi:e rifjo':tod by, and responsible 
r , ''.I'i.- tt I •fill fT'-'^r inis arc- p.>r;;:' lUy inv:>lved iti the process of discovering 
■•'"■^ ' f ■ ^i-it. Sv\-. I r.d- do.-'. lining the improvemenca. Otherwise, regard- 

• •■ ' -1 'Jf >♦ £' rn.j:i .:uch ! nprov\?nei it r might K->, such pi-^posals are 
. * 1 ;-;.-iy • //.jco-t.-a, 

•••i" r:<.'.v! r tt: .r. '. ; .■ i or oireer prf-iram ovuhKjt.Iot! \z tfierefore 



cv^nt,l^tu; nuuy Ruv.t-L-. .lul-i-., I {-i.t:!:-. iit- .-v.-.j'jfo;.-, .i!:a Itutrtiwoiit.-i I 

to how progr.»ni ov.tlu.ti v-, -Ivil J iu- :,T.da.nevi. r >t eyviy fkviMrv. f h^ro 
is s-inother whicji claims tv -% %vt wl.at tisCr aisr. . :v:' rJ ii^od. 1%^ vnry 
mearang of thv word 'VvduaiL.ri" h-' in .i]^rm.c: dciw^ i^ay it 1:; .accMim..i. 
bllity, ethers aay it ir. |K-t fominco' tc-^stitui. For rome H. 1.^ .u, pportutilty 
tcr ondleiSE oblective wriiinq. while l..t other., it iii u charic- to exorcise 
PKRT, PPBS, MBO, or variou^s -ihor planning and nutiaqpinoi;t ryiJionus. The 
trouble with evaluatjon theory is tl^^l- thore lu too mu-^; ,,i it. Even a 
cursory glance at the whole or It nuk^s one d!.'.::y wllh t!v^ she*»r nwgnltudi? 
of CfHnpetlng recipes; from tTie writinq of perfvim,riCo obu>rtivoi3 on tho 
minute level to the phrasing of a bread philosepliy; frr.m clncarvxm test 
items on snail increments of knowledge .tnd skills t;.. the m.isi; spectrum of 
changes in attltutikle and behavior. 

To the already difficult question of *^,it should done In the area 
of evaluation?" an eq^ially difficult one must l^e added - "ma shall do it?«. 
Some people advcccte that it be done by "outside experts" for they fear 
lneptr.«»ss and bias, if not outright dishonesty, w.^utd i>e inevit«^ble witfi 
any seif-evalu^ition. others insist tn.it evaluation can only t>«- done by 
insiders because institutions know best their own needs and pn^qrajns, and 
are more likely to install improvements on tho Kislr, <,t noi f-<liscoverGti 
recontnenda t ions • 

In an effort to find pi iuslble annwers t.heso uiff icult. questioiis, 
a conroittee was appoitited l<iintly in De-ombcr of 1971 hy (ho f.tate Ik,.,rd 
for Community Colleges, nid the- Divisl-r. of Vocational -Technical Biucatiou 
of the Maryland State I>-{>.ir ♦ mc^nt '-t Kduciti. .lu Thin (' -nOTitioc Win charg^^d 



•'it :*, t ■:; •■xlr^h.-t Ir-v. -j^-^ i^\ViUid^-.i,< r\ dt^^lqn* The ev.ilaitive pror^e^f^r 

h^V'^l. it. A f-irr i t *^v.;i'' t^t ^rt;pt lOfrl'Ai.^k t-* tht: Ina^tltutjcr: for 

1 ir tTT. vvHt^^rit' . iiid I '.i jnnlruj*^* 

riiU. d^v^-imt fit I:- the tv^cult ?t tlm C^nanittco's extofisiv*? research 
: : - i!-^ riourr^ dv*l U>*^raiL '.t*5# It Oijit.ih;:; plans* pr^^eJ^res , 

: 1 'r t i Itf rr p.;t5a] * rtn ihit^ it impietnentea^ wculd restilt 
I'., t A'lv ^■v..'^.:it\ .'yrt^-tVim 'H.^ cofnmit.tee v/hih^s tc ntt^etis that this 
.: . :r>" ' >^voi-. -r ! . t v:>; r i ;ri -try rurt /rt' .7f j r vidltiy cva? u-.it i^ n 

:l i*> . IrVon ^\v\d r.ay be unc/i by the loo^I Cv^llcge In pai^t ur in its entirety 
4,^. ti*v:d it.ci: . at«^';'>. 
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V\i^ rc^tiimunity Cs^lle^ie vrarecr Prograjn Evaluation Ccjwnittee has oi>erated 
with Die K-^li^^^i that seii -evaluation by the coUege is preferabla to 
extpiTuii c^valiiatlon. Further^ periodic aiid ccntlnuous self-^evaliiation 
ah ^uid pn vide college faculty and administrators vd.th objectivet factual 
Lnit t(tu!tl< p ^^oncerfilng how well the program functions in relation to the 
medc t the community and the objectives of the program^ Likewise^ when 
i^-ot lorn are-^e ^re identified the college personnel should be able to deal 
i!nmc?diatc?ly with thc^se factors which are preventing the program froni 
operatl i,5 at its optifnum*' Evaluation results in the fiuspensiont modifica^- 
ticn* continuation, or termination of a program^ 

The position of the Cc^nmittee is tJiat program evaluation is the 

prnces53 i>t comfxiting the current si:atus of a program with a standard* 

Such rc^m^virison hinges on the deveXof^ent of -specific object criteria 

and icr-urnte descriptive data.. So long as the discrepancy between the 

staiidarii and the actwd is within acceptable limits there is no need for 

a Cv-^mprehensive seIf-i,tiKly« Howivert when necessary, the indepth self- 

study must Y^e conducted in *% systematic way if program mcxiification is 

to \>o tlio result* Thus, it ir proposed that career program evaluation 

bo ordurrtod in M?iryland*s community colleges on two levels? 

Iievol I Ongoing, systeiratic collection and analysis of 
evaluative data and informatit^n related to the 
statel objectives of the program* 

U^v^'l n Inieptfi coile<ie fself-iitudy of a pr^>qram in which 
Uiere la^ a Gcriuus d;.;^crepuficy l<<:*t v/ee!i liie stated 
objectives and t\^t^ rictual perfonutince. TJiis 
procesr. Is conducted by an evaluation team in 

five ph ! 'OF>^ 



tmmmr 



lv.Ut:r . t:r«^;t,.n^ i i 1 1;^ .love! .-.i.. J. At Ih.il tinv^ tlu: %.Moa.- mujl 

s-t it.t cl^ irly tjR-. •i^'.^ctIvt•'^' ..J t.he rn-qrain in tetro.- of *>nrol lm»-nt , 

;;al.iries anticir.n.ed by gi; , ti.itos, :-<..st^, (Se,^ ApixMiciix a - SiCT Program 
Pr.^l^^cal I^ituuil.) Kach y^ar dat^ ate- gathenMi by the college, and 
ror^-rtod, in part, to st.it- f?<Mrd tor Conimiinity CoUeqes, arid tiie 
rjiv:s:.--n of V.K'ationH,l-T<'c{i:iLc.l {Education. CV.mpari:3on ni thv» program 
operatLnq data with the objectives Is the first level ,>f ovnluation- 
Por example, stated proqrain (^blectives or standards should lx^ carefully 
coitpared with compiled data to determine if: 

A. Projected enrollment hai; materialized. 

B. . Fro iec ted completions h-we mcitf-rialiitod. 

C. Completions have l>een employed in, the field of training. 

D. Early leavers with marketable skills are employed in the 
field of training. 

E. Anticipated salaries have materialised, 

P. Program costs are within the projected range. 

G. Projected qioalified faculty are employed. 

H. Use has been made of local non-college facilities and 
equipment v^*ien available and appropriate. 

I. Program has received documented, favorable response from 
business, government, or industry. 

So long as the difference or discrepancy between the actual and the 

standard is within acceptable limits, the evaluation procesr, need pn^jres^s 

no f\jrther sin-re the obvious decision would Ik- to continue tlie program. 



A;i iii<it;p* J' : r.-U-i-.^.udy W ciqH.'nrlv^ Jiv.d c.inn?t ix?. 'ustifitHi when all 
i.'.4jic.jt, tf. >i ,t pt. xir^m are uattsfactcry, 

"a"-"'- -liv un4ccs?pt*iMe discrypkArtey ijlists Ijetween^ t program 
.i:Ki the iu mvlatdsu t^tJ«? evaluation ItLiy result in th^ 
?;oiTH phiSt; at t?ie ptciqram or standards, and repeatiiig the evaluation 
pr j^o^ir^ (2) the suspension di the prc^ram, or (3) the tertnlhation of 
ill-' I t tjtam. Per ^.>xjtnple, if secretaries report that en^loyers are 
ro.^ li r!t)f^ nuichlne transcription rather than shorthand, the evaluator 
nkiy rt'c'£iraw»nd thjt shorthand be raade optional. A secorel example might 
be wJioto |>ercent oi data processing graduates are expected to be 
rl.ict-il In ]ohs. The drita shows that 30 percent are going on to a four- 
year ci:Uege. The evaluator may recommend that the staraiard for job 
plncementis tie reduced to 70 percent • Possibly during the first year of 
a prf.>qrim*s opeiratlon. If, with appropriate fftiblicity and articulation, 
enrc llnient does not materialise, a program n«y be terniinated, A flow 
chart nf the evaluation system is found on the follovdng page. 

ik?cause the data are generated and organized at the college, the 
initial review or arialysis must occur there. Early warning signs or 
prr.blems should bt> recognised by the college personnel. The decision 
to conduct a Level II evaluation may be made before the State agencies 
receive the annual reports, ffowever, it is possible that data analysis 
and program monitoring .it the State level may reveal trends or discre- 
pancies not obvious to the college personnel. In such cases consulta- 
tion may either satisfy the concerns of the State personnel or may 
c-jtir*-^ ■> U'vol Tl ovaluit i'^n to'be initiated by the college pre£?ldent 
or chief campui; administrator. 



''-'^ T ' l ion^ must: Ci>ll<T»<Lt md report dnta Irr temu^ ' . 

. I • irli : X I iv- •^f afnt >i. ^ocn Ivo;:, Cvllofj^ porspnoel have ■ tin? initial ; 
r*'^ ; . V. IpJ i i t y L .-r iti^^i 1 1: t inq v)r L-.^mpirinq Uio data with tllo statefd 
i r <a iiu ' i <t Stai 1 {H-riivninel at tlie St^te level should consult 

ircr«:-2^.tnciis*ii*. . 

■ Ix'-Vi i 11 : r^5ttidy , , • ^ ■ 

: J i rd lit *>vnluaM II £:yi^tem r.lUiUld l)0 liiiLLit^ wh£?n I.evel I 
^{ i< 1 hiJivMU^ .1 n<^^d iur moic conpre1i©!ii.ive ixtudy* College faculty and 
st:i*T!hii ;:;tT i^i>r^ m^ty ix> cv^?;cs^m^j aK'>ut the operation of a particular, 
f 1 im ^ n tr; -it dmpu.s. (^rtiis concern m^y be shared by staff members 

1 ^ho l>lvlr.I ri oi Vf w-.it] ;-ia] i.-'I^^chnical Education^ or the State Ooard 
t I C nununity GjllcgoG*) Once thr need to corKiuct a self-study is deter- 
iuir.d f y t.t*c? C'..*Hvgv :'Aaft\, tltc St.ite Duard for Conwiunity Colleges, or 
lh«^ iJlvIi'iiTj 1 Vc>Crii ion.i J -Technic il Educ^itlon, a request for such a 
rtiiiiy ishaM torwirdod to tfie collecje president. Ifik* self-study tean: 
t, ; i>*-^ iwrmtni hy the Liege prersident siwuld Include at least (1) orie 
;fud^jtt cnr llfd iri the pr^grim or recently gradaited, (2) one mesdder of 
tht' community wfi^» employ^* qrcidUiites of the program^ e#g#^ nieinber of the 
idVi.-c^ry CiJtmUler, (3) laruHy frK^mbers from the program, (4) admlnistra- 
t'^r{5) rosp« riojble tor career progrc^ras, and (5) pi^sslbly a staff niember 
cj th€^ Mvirdon of Voration^^l-Technlct=il Education. 



' .;^)..~prxiUw'',t,»\-ui.iU,.;i^«V...c.^^ lf-s:-',:vt-;5e?irs,,' Aiiy ca?? ^".ti:; .i l,r'.-!f. the: pha^s*?'; •lUy 

■ e*iipXojrt=.d-, 'th tfi«i'.««.iiu.itlvj' »vt .V. pnigr«im., - , 
rroqr.im <ai>iejrt-j vt» j h iru^ ',' " , . 

•■ . In fhe oblojt-lvi* phasG,- f.hc mission .^f the c:- ' lo.je, - tho ne«ds of Uic 
coiwtunityy atKl tha gr-als 'of 'the ki^iuiont a'iv, compel red to Uio ijhjted- cJb.f^c- 
tlvea >f the cdt'Cjer progtuir., Thex'e must }>e hatffxony Ih ttvis are.i jf .the* . 
program is to i.o ajjjccoecful. A pri»</i;4|b which -hcis. .js/its obiective to 
graduate students, for w!>ich no jobs <-xIiJt Ifi tho commuiilty car.iiot be judged 
as adequate. Likewise, if program objectives do not reflect the latest 
trends In the field* e-g*, machir«» traiiscription ve. shorthand, and stu- 
dents are graduated with obsolete sIclXlii, changes must made. 
Program Process Phase 

T!>e second phase to be evaluated is t\\Q instructional process, or 
r«*iat happens between the time the fetudent enters the program and leaves 
as a graduate. Determinatiuii must be made as to whether or not the instruc- 
tional process supports the program objectives. D<i th<» le?arning experiences 
result in the types of behavior cr skills set out in the program objectives? 
Oiestions regarding lecture vs. laboratory, theory vs. hands-oji experience, 

etc., are dealt with in this phase. 
Program Installation Phase 

Phase three consists of the physical aspects of the program. The 

evaluation process asks the question: Are the staff, sfudents, facilities, 

equipment, and materials adequate to achieve the statcKj objectives? Students 

trained on obsolete equipment may find themselves at a disadvantage in the 

job market. 



'4lio |tjt;;^ciuct. p{uuitv^req'4irt*ir an agret^w^nt >ui Uie iKiucatignal outcomes of ' 
; ?Lt? an;i iiu^t.j tut Thtf collogt* must understand clearly vshat xt 

i !u%tdof i^. i t s ♦•pr<xiiict»« Progrtm pr6pcisels indicate the ntittiber of graduates 
ci>mpletion£:y and placement If these indicators are not adequate, the 
ioiieqo muFt clearly specify vrfiat the outcome of the program will te* 
Cnc vt the f ir^st warning signs of an inadequate program will probably be 
U. t\\e s%re^.v o£ product* 
I rogram Cost* > ^Benefit Pr^se 

Tlje most prinitive f^ase of evaluation of career program? is that 
of. r;^^t IjenC'fit3# Progress is toeing m^e in terms of the cost of irKjivi- 
du.il progrnmii witliln and among colleges; however t little is known about 
th^ berief it. to the cunsnunity in general, ax)d to the student in particular* 
The cos t-^benef it pJuse is simply directed toward neasuring program costs 
in relation to benefits received* 

In the five phases identified above, the team will study the program 
and make recommendations to the president for the continuation, modlficaticm 
suspension, or termirvatiun of th^ program* 

Hie bcilance of this docixment describes how the self-study team will 
f^perate in order to systematically evaluate a program* This process 
should lead to wei 1 -documented reccHwnendations which deal with the identi- 
fied problems. The reconsnendations will be in terms of program modification 
cdntlnuation, suspension, or termination* 



There is tuithing. myst«»rious .ilx.->ut organir:ing I'or the evaluatiori 
of a career program. Ifcv.'ever, since this may be the first time 
fficjnbers uf th€J u^^m have served in such a capacity* this section of 
thig prop<>cal has he^n des igneU to cissist thf= team to organ their 
approijch. Certain steps to consider will be discusstid briefly^ in 
addition to the rol^s the self-study team is to play, Wiiether a single 
program or a cluster of programs is evaluated, the a|^oach will funda- 
mentally be the same. Ttie need for thorough pi anninq cvf the evaluation 
is extremely important. Much of the success with the venture, nr lack 
of it, will depend on how carefully the entire process is thought out by 
the team in advance. Be prepared to analyse the program under considera- 
tion in terms of what exists compared to realistic objectives. Tfiis 
will In^lve the analysis of available data and probably an ^m-site visit 
Organizational Steps 

The following steps for organizing tl^e team effort are presented 
as a guide: 

1. If a chairman has not already been appointed, the team»s first 
action should be to do so. The chairman must be knowled^jeable in the 
philosophy and operation of conmiunity college career programs in o^^neral, 
and, in particular, with the program being evaluated. 

2, Appoint a permanent recorder to be resp:)nsible for recording 
the team's work. T^ie college should furnish secretarial resistance. 



I: ^:tn;;ru/t;i u. i .^n U ^•r^u> .;:Kt .^^HckiJ nit. J tot i^to^rum evaluatior/, 
4# hi: t-tic team lx:C<^mi.s it;v5lvt^l fn it^ del itieratloUB^ quei^t ions 
n;i^y irh: * .T -^r^rernlng the it^tenUt^d us« of this dwx:unK*nt.^ If so, contact 
'!>f- tuvhvlon <.f ^^^c^.itir.xuil-Technical Education^ the Off ice of Program 
.^iminif.tr.^t Jon, the State Department cf iiducat Inn, ' e5r the Office nf 
A^ut^'ml^'' :r^'(jmms: cf the State Board tor CommunitY Colleges. 
' . IJsinq ^-his manual a is a gujde^ the team ^should: 

a# CcMu^tvuct sequential outline of tasks^b be perfonoed* 
b* Tsstablish a tentative agerKia or tianeta't 'e for acT:cniplishing[ 

the teaman work # 
c» Acjree on date» tin^i and place for the next nieeting before 
each meeting adiourns,. 
r-, Tfto caroer pre gram administrator should furtiish the following 
proaram inform it ions 

The approved program proposal describing the program 
beinq evaluated* 
b. St!:dent*»f acuity enroUtt^nt data* These are compiled for 
each roranunity coUe^j*^ in t}^ Stt^ent-Pijculty Data System 
operated by ttie State Departxnent of Education* 
c* Frr>gram completion and placement data* 
d* Follow-up datd* These are cc«tipiled by each institution* 
7m Set up a filing system for the teajn^s wrfc* 
ft* A complf^ted seqi^ential outline of tasks to lie performed fcy 
the teom should include the following: 

1* A description of the program or program cluster to 
be evaluated* 



evaluated, . 
c. AgreejTK>nt aii tp how the eVfiiriatioti will be ccnducted 

by- the t^am. ■ ■ • ■■ - 

dm Tfie orrjanigatlonal structure of the ct'»mmunity college", 
it;3 pJiiloSophy and mission, and, in particular, an 
understat^ing of the organizational structure aiKi 
mission career programs in the college^ 
9. ^lie chairwan will establish a schedule iifith the president, or 
chief callous administrator, for .the team to cpndiict its on-site review. 

IG, . Pollowing the On-site t^viewj the evaluation report should be 
written. The team may wish to design a format for the report with each 
member filling in appropriate detail. A copy of ieach section should be 
given to the chairman whose taste is to Integrate there into a single team 
z'eport. The entire team should oritiqi^ the report until agreement is 
reached that the report accurately reflects the team's observations and 
recommendations. 

11* After the team has ccHnpleted its report, the chairm.in should 
request a meeting with the president or chief campus administrator, and 
his top administrative staff to present the findings and to discuss its 
recomn«rKiations. This step is extremely iu^rtant arKi compl<>tes the 

team's work. 

giawBctry 

A self-study team is appointed by the president. or campus dean 
w^ien he is convinced that sorious problems exist .is iridicated by the 
data generated from the program. The purpose of thf^ self -study is to 




* : / ' • f M-m .n sHil unko roc^'v:z\>?i d.^t Ln ^s v^hic\\ wlli cull 

'tht^ pr-Mr mu Air^ irfcl-.n t.ok*^t* by tht:* Institution which nxHiifies, Ci^titi- 
iiuoi,^ i:Ui5ptMidi:i^ termiiiutcs a programt and th@ rationale for such a 
cioci "i fi, i ill i ony;irUcvi to tlie State Boajcd tor Conminity Colleg^s« 
Tfjc Staio 3oard for O-^imnunity Colleges will notify the appropriate 
StAit** ;.qt»ricy ui t.udi decisions* 



' :h3i:e .!,..Cs-;.;;int^.A'i. ,.%.iU.vi and .^x-ilu.it l!«r .>xUvhKr qau If.it iv*- 
rr<MtMin . biectlyo.., rv. J u.it. J.-.n, and .uiy ..ddltloru-., d.^ let i., . 
-Cut! rr.i; defamed twe^JSary by i<Min. ■ . 

The t3uccos?s of thi?, and tl;o f.rl lowing ph ir,i>;: ..t the .-v., hj.it 1' u 
,sy::tv'm, deix^rd .^rrhow cie.^rly ii,o t.v.m .*Mo. to IdoisU fy .,r<.vu: 

Where existing pr-.-qr isn.-. v.ir/ ir.if. what tlie Umut <!ot)rJderii t.-> in, iho 
nccu|3atlorv3l nurtn. Only whon di screj>.inry i.^ rl<nuly too.jtu ..ibU. ran 
an «3srguintfnt for change Ix? supported. 

Froijram ahi«ctivoii d-i;eritv. wiut students wlU Ik^ cild.." f.> do an .1 
result of completing a- particular Icsnun, unit, cotirs/^ ^^t.^t^m oi 
instructhin .it a givon inijtitut Ion. mnuam ob h^-t Ivrr. a.,- ..;d ..id i r.'.^.^l 
or; the basis of cananunity n<*eds» lubc^r nurbet treT^dc, atid r.tudorit dt^m ifid 
Oi^le^^tives should lx> condiment wllh thf^ ph!i..aorhy ot tho co! U-qe, .u.d 
shr,uld np?cify <^xactly vAuit norMy- tu bc^ u-arntHj, ObS-ctives art> ur*M 
to deslqn and to evaluate- tho pr- a ram of Instruct i^.n. 
Specific car<»er ^rorftam ah -tivt's Incltiiio: 

a, Hi»^ r.:,flifit-4ence th'^ ntudont wi I ! disfMy, 
lu Thc^ d«.-Tt^'G or !ovo! pp-, ^ <• l*'r,cy st wfa-rh tt|.' 
student ?v-rt ur.. 

d. Tho tlni'> t.'^edt.'iJ ty th'- ,':tudf-nt to LrL'uj d>nif 
d^-':-!r<-:'.5 {f-i! amtno-. 

The mo! h -d hy v;hl -i, <;v- rtud-;.t»i: i*' ri - -rmafu'-^. wi ' 
be rr>:'ar;urr'ti. 



jgj cow MftPsiE- V: v-v--,,::.:'; 

i. -ihouh'* i ^cu;- OT2 the.^^e .iner^ive-^^ and uli:o'be in hnrmifry with the stated 

. jhM .*i^^:phy -.iMd -fui-i.oi»t^n- ef- - t-hO'.. rollege* • . 

im sUnuld exiiniri'? progr.im objective? nv^d^ .liVallaMc^ to It Jty 
tr.^' \;rfHfi pr-qram administrator, if tiie ob1edtive£> mc^t the program 
ch'a v ^.^ri^^ticn dr.^rribeci ahc^vf-^ anl, a minimum, inf^t the tcqulrements 
tvx --J. -i;Uy^" t hrv.tt.'^m .iray . proctc-ed' to Phat^e II Evaluation of -.i::!© • • 
UMxr:it:a fr rrrrs^^. If, houw^r* the obj«*ctlves arc harking In spccilicity 
or \Mlidity^ the team shoul-d rccommeiid a ii^rJcing set of p)cx>gram objectives 
t; used in the «^valu4tion pr-^r^s^. The t^am should not get bogged down 
in the writirK^ too niany objectives in a too technically-worded fashion* 
it ir5 to Mrit€ a do^^n good objectives v^ich can be properly 

^valaatedt rather than spend a great deal of time in endless and tedious 

not ruction of an entire handbook of objectives* DefVeloping specific 
ch^ j'^ctlvf-e must bo done in coliaboration with persons directly involved 
in thc^ program, particularly the Denn of Career Programs* Wien objectives 
aro rloarly d^^fined the team can then proceed to Phase !!• 
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,rn FhA5--I, .H.jectiVf* Evaluation, - Hk. W ha*; oatablls^ho'l Droqrim 
objectives. iJuch l5rcKjr.im obToctives lorn the basis for gpcHrlHc course 
nhjectivos, aod in terms of expected student cnmpetencit^s. Ea^-h 

course objecUve tfhnuld be supix^rt^ by le.jminvj ^ictlvi ties for thtv . 
student. Typical ro-nouivo njaterial.: , ^^uch as ccurso ^ outl.ln-;? . and sylXnbi, 
should be made 3VailabK-by tlK CoHe^ge so that tii€ tern can form a clc?ar 
picture of the total in&iriictional pfocoss cf tlie program beinq waluitod. 

Since the teaching- leaminqi process must be *7Gar<?d to stated 
oblectives, thought should bo qiven to tiie method of strurturing the 
objective-learning experierKic confiquratioru Given the program objectives 
(Phase I>, college resource materiais should ideally include course or 
unit objectives, outlines and syllabi, and the original program proposal. 
Using these materials, the team c-an develop a th*ree-stage configuraUon 
consiisting of (1) proqr.-nri obkxrtives. (2) course ohjecfcives. and (3) 
learnim €acperienges# 

The following is an example of thv»se three l*»vels using one program 
objective, one coursp objoctive, ^nd learning oxperiences takt-n from 
an existing Executive Secretarial program, 
A. Program objoctives 

1, To enable tho ctudf:^it to ur^dorstatid p^jyroll ptt>ceduroc, 
and to identify and bo familiar with processing payroll on 
appropriate office maciiines. 



1, uiven «5mployint;nt data, stjch as Hourly- irate* Qvertiirte, 
r.L^^Ul i-fcurlty, aiid oUier withlujlding benefits, the student 
wi3.1 be Ql5le to compute the v^ekly salary. 

.J- The istudmt must be able to idetitiiy te«ns Ufeed in 

payreil procqduios* 
■ „V* ,' ••• , ■ ... , , - " 

U ftjke a pre- test to deteniLine student level of achievement. 
Keview film strip that explains payroll teinns^ 
■ 3, I'ractice with learning unit. 

4* Observe a typlcar payroll operation, 

iu , Tak:e,criterio|i test. 

Qcfor^ ovalaation of tlie process can be initiate, the team must 
rcmnidf^r whothtn- or not Uie identified leamijtg experiences are to be 
.*cc*^ptcd <is those necessary to enable the student to achieve the stated 
prTTxiroin objmrtivo. This procedure is described Inflow. 
Course Ot'jectives 

Til*' tcvirr, rn^ii-t rompiio a list of the course objectives from materials 
rr-.vldfd 1/ ront^no, Such aa co'.irse outlineis, course descriptions, etc. 
rh'> ^-valu.Tition nf these objectives .should be made in terms of the teams* 
jHii' rr.i.aridinq of o.'cupational needs, student nr»eds, .ind institutional 
capabilities. 



objectives, ac stated iij Ph.^t:o I, it is icady tc nwve to tfie exai.iinatlon 
of learning Experiencos. Howtn'-^r, if tiu» team dctemines that the 
existing CDur;:€- objectives art> inadequate atvd/ar superf luous t^j the 
achievement of the stated program oblective, the teani should reccrwnend 
all_ ttiose perUnent course objectives that will enable the student to 
achieve those pr^^rara objectives. This procedure naist be cotnpletod 
. before further team action is taken. The result is a list of course ob- 
jectives for each program objective. 
teaming Experiences 

The team examines the learning cxperi^ces previously identified for 
each of the course objecUves to determine whether they are sufficient to 
enable the student to achieve the stated objectives. If the team agrees 
that the stated learning experiences are sufficient to ene^le the student 
to achieve the course objectives, it is ready to proceed to the applicaUt 
of the process-rating scale. (See page 15). If, Iiowever, the leandng 
experiences are inadequate and/or superfluous to the achievaaent of the 
course objective, the team should reccasmend all pertinent learning ex- 
periences necessary to enable the student to achieve the stated course 
objectives. It is preferable to list a few pertinent experiences than 
to devise endless enumeration of minute tasks. 

This procedure nwst be completed before further team action is taken. 
The result is a list of learning experiences for each course objective. 
Application of Process^Rating Scale 

Having assessed tlie adequacy of the course objective and suppoirting 



i-v.u ^. ! ! t-;; : 'grant .ob.|fc?tive, tliu noxt task 5.o to consider 

";"5at:oxi" Jr. whic^i thei^e leandn*j C2xp*;ri.encea operate- Viewing each 
•.'-iiuVso objcv'.t'lve ar. xirlt, Icainiitig <jyp<?rionctis must now t» cynsidertHl in 
llqfil fsi surh facturs as tliose contained In tlie Process-Rating Scale tvhich 
i:- cotpplt-ted individually by each iiiember of tiie team. It may be necessary 
ty«. <;fathor additional "on-site" infotTn^tion in order to complete the scale- 

i'.\im should cronsider i5uch p«.:>r>siblc sources of inforsnation a& intervi^s 
wit;, .'ittutoit^ 3nd instructors, aild the examination of the records of in-" 
Gf rue tots and institutions. Hie information should ' i analyzed and disciissed. 
,7}ie u-m should arrive at a consensus rating for each desicjnated gn^up of 
If'aming cxporiences. Where the team has de'^ermined that deficiencieis 
t-'xist, recommendations should be made to correct tlie situation. 
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Process-Rating Scale ^ 
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1 

§, 






0 




2 3 


4 5 


1. 


Thejre are sufficient and relevwt learning experiences 
axri^ctea zq tne learning oz tn^oify ana principle^ 




o 


o □ 




2. 


Th^r© are sufficient and r^evatit learning ^^cpertences 
VM cne .xeoXTixny ox: /cnowi^cige ofkci slcHiSs • 


□ 


□ 


o □ 


□ o 


3- 


Learning experiences are provided to enable students to 
*^i^F*x v*4WJ.y cuiu pxrxncTipae xxj a varxeuy or sxuuauons« 


□ 


o 


□ o 


□ □ 


4. • 


teaming experiences provide ample opportunity for the 
^ppxic€^uon or Kjxfwiea^e ana SKiixs e«g« lnanus«>OR 
experiences). 




□ 


□ □ 


□ o 


5, 


Eadh; learning experience is of sufficient duration and 
intensity to allow for the assimilation of required 
information. 


D 


□ 




□ o 


6. 


The learning experiences provided are of sufficient 
variety to accaronodate individual student differences. 


O 


□ 


□ □ 


O D 




The learning experiiaices are orgaiUzed in an appropriate . 
sequence to facilitate the learning process. 


□ 


□ 


□ o 


□ □ 


8. 


The means used to evaluate student prepress is adequate 
ani relevant to the course objectives. 


□ 


□ 


□ □ 


DO 


9. 


Students are evaluated and then told about their progress 
in the learning experiences on a regular and frequent 
basis. 


□ 


□ 


□ □ 


Q □ 
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aiAPTER V 



PlfASK TTT > EVALUATION OF 'fffi INSTALLATIOfi (LEVEL II) 
Irt Phase ri, Process Evaluation, the learning activiticc viere evaluated. 
FhasQ III - install.ition Evaluation will address itself to the program's 
staff, students, facilities, equipment, and materials, 

11 le team should focus its attention on the college and the reaourtes 
as they relate to the program being evaluated. Exanqale; Executive 
Secretarial Program. A list of the college's educational space (laboratory, 
classroom, offices, student sctivity, library, storage, planning, audio- 
visual, clinical and internship resources) will be necessary. Vhen reviewing 
the list, the beam imst determine if there is adequate space to house the 
program in tenns of program objectives. This list will then be used for 
comparison with the list of existing space and equipment for the Executive 
Secretarial Program. Is there cpace for needed equipment, such as type- 
writers, tables, office machines, shorthand dictation et^pusent, etc., 
to properly administer the instructional program as required by the 
learning activities? This comparison makes up tte criterion for the 
Installation Rating Scale for the Executive Secretarial Program. The 
amount of space in laboratories, classrocms, storage rooms, etc., is 
determined by the student enrollment and the kind of program being 
evaluated. 

The criteria established above and outlined on the rating sheet naist 
be revised and agreed upon by the evaluation team. The evalvwtion team 
should ana lys^G what should be at the college in the way of coi^lete 
installation and resources for an EStecutlve Secretarial Prograsn. 
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In inakinq the fvaluatt^n^ the teaql may determine that an cn**site 
review is necessary. Usii^g thx> rsiting shaet, comparison with the 
jrrlteria can tlien be nv3Kie# The rating criteria may he in three nk3}<:>r 
sections 8 

!• Facility * Establish space requirements in accordance with program: 
Site ^ size, access ibility^ de^^lrable location/ and 
expansion capacity^ 

Building ^ functional, flexible, adaptable to change, 
handicapped utilisation, and space relationship design 
for safety, esthetics, and security. 
Cm Space 

1. Instructional space - laboratories, cla:>srooms, lecture 
rooms^ den^nstration rooms, learning resources space, 
sttKlent stiidy space, conference rooms, faculty offices, 
dressing rooms, and cleanup S{^ce« 

2. Auxiliary Sf^ce - i^stroOT^, custodial closets, mechanical 
space, supply rooms, A.V. room, equipment and tool storage, 
publication and reprcxltKTtion space, data processing space, 
general offices^ administrative offices, faculty lounges, 
and stirfent lounge* 

3# Utilities and services to carry on the activities: 

lighting (natural/artificial), electrical conveniences, 
acoustics, ventilation, exhaust, drains, gas service, 
water, air and vacuum capabilities, etoergency features 
(shut -off switches, valves, showers, first aid), coitsmi- 
nication facilities (intercom, telephone, etc*), black- 
out facilities, chalkboard, tackboard, display cases, and 
security access doors* 
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II* Kquipinent and Materials - Instructional equipment and materials 
ate provided in urder to aco?mpll;3h the Icdruin0 prcxress avyd nieet the 
• pl^inned proqram objectivefs* 

, A* I^ix^rstory and classroom equii^nt (Built^^in and aov^bleJ - 

sufticient number of stuient work stations, equif»nent appro- 
priate for learning activity and students^ equif^nt repr©** 
sentatlve of that currently used in industry and business , 
variety of modern, up-to-date equipjaent provided (models^ 
brands^ etc*), with a d€#finite replacement prc^ram,^ equip- 
njent maintenance conveniently {conm^-rclally ot locally on^ 
site) administered, service and maintenance contracts 
^ utilized, equipment arranged in a mamier corducive to 

learning, with built-in safety ar^J flexibility in mownient 
(when necessary >♦ 
B* Instructional materials and supplies - textbooks^ reference 
books, technical manuals, instructional guides, charts, 
manuals utilized aryd appropriate for the level of instruc- 
tion, instructional media available and used to enrich arrf 
individualize the learning process, appropriate instrtic- 
tional supplies (classroc«n and latx>r£toty> and materials 
provided and used, appnjpriate hand tools ^ measuring, ard 
testing devices provided in sufficient quantities and 
used, and methods of procurement of materials and suj^lies 
for purchases unique to the instructional program. 
TTT. P'lCuUy - Instructional rind support staff is provided to accom- 
plisli the learning process ?jnd thereby nieet the program objectives. 
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A. Inst-Pic'tional faculty p<>si$ecs necess^^^ 
occupjtional qualii icatlons for carter programs, 
1* Pi^oi^ess icina I education to meet prtjgram requirei^^ 
2- Occupationdl experienr*> In specialty area, 
3, Posses^ ability in curriculum development, instruction, 

planning, etc, 

B. Adndnistrative and supervisory personnel possess necessary 
qualifications for positions in career programs, 
1. Professional education. 

2m Technical experience in supervision of occupational 
education, 

3. Possess ability in planning career prc^ams, 

C. Supportive Staff - Clerical and maintenance personnel for 
career progranufe. 

1, Adequate clerical personnel with skills in office 
procedutes to support faculty and administrative staff. 

2. Adequate maintenance and custodial personnel. 
3, Adequate security personnel. 

4. Adequate counselors in occupational griidancej counseling 
to recruit, counsel, advise, place, and follow-up students 
in career programs. 

As in the previous phases, the team should identify where the existing 
program differs from the ideal. Specifically, are there discrepancies 
between vihat the team firxis necessary for the maintenance of d quality 
program and what actually exists? 
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,., . . .:a}-'K::k i: RaiiiAM mAi^mnou jysthm - 

rkOGKAH inSTALLATION RATING SCALE 
FACir.JTIKE FOR A CAREER PROGi^AM (e.g. EXECUI'IVE SECRETARIAL) 

c*usr;c' List; - Use ijcaje nf % to 5 /in all check lists. 

^^j!AHACTP:RISTrc poor marginal average good excellent not observed 

K*^' .la >t i -n: rrjt;t ruct lonal Sf^ace and facilities are now ^nd -for tne' foreceecible 
i\\t'.ir^ -Hxi<?qq.ite to enable tlie program t.o achieve its program objectives. 

- CRrrKKiA " ■ ...... 



« « « tf 



Utllitu^s su-h US water .md electricity, etc^^ arc adequate and 
vaLl.ibl*? at ^ippmpriato locations. 



• • «> « 



^. Ci jasrcjoms, laboratories, and other instructional space are adequate 
in 5ize, location, .irrangement, and acceasibiiity to provide for 
safe, or.ierly, ind effective instruction. 

An ireu shielded from distractions and adequately soundproofed is 
prov.lded for Irvstniction. ■ ' 



• • ■ a ll I 



l-v^ation of instructional ar^s <>liniinates undue interference 



with .^r .rom other school activities 



m m • 0 



^. AdequHte visual Cw-ntroi and supervision of all instructional areas 
Ic- p'Jissible. 



An .idequateiy located, fiiniished, ind equipped office area is pro- 
vided for instructors for planning, keeping records, and for consul- 
t*.*jLion and administration. 

7. Gpact^ ind facilities are prtjvided for storage of students' work, 
iristnictional supplies, ar>d nrovable equipment. 

.... 8. Tn-^trurt-Jonal aress are cle^n, orderly, attractive, and maintained 
ifi /iccnrdrince with gtx^d secretarial practice. 



4 # • • 



{ t 

♦ # • # \ 



Storage sp-jce, maintenance areas, restrooms, offices and lounges 
are idequate for the nutnber of students, staff and visitors usina 
Mir- r.i ■!! itle:;. ^ 
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, . MARYUND COMMUNITY CQU .EOK • .' 

' CP^mH rKaiRAM EVALUATION SYSTKM 

INSTALLATIor^ RATING SCALE 

■ •• • ; ; -EQUIPJ^NT AI^ SUPPLIES 
^P^ A CAREER PROGRAM (e.g. EXEXIUTIVE SECRETARIAL) 



CHARACl'SRISTIC 

Evaluations Si^pplies and equiprnent are aciequate to achieve stated oblectives 
of the program. , 

1. Seating and work stations in classes are sufficient in number to meet 
needs of the largest class, thete is a satisfactory ratio of students 
- to iijork stations. 

.... 2. Wie laboratories are adequ^ately equipped for all leases of the occupa- 
tion for which the training is being given, 

.... 3. supplies, machines, and equipment are of the grade and type currently 
used in the occupation for which instruction is being given; if simu- 
lation is used, it is con^sarable with occupational jrequirements. 

_ * 

•<.v» 4. The type, variety, and quantity of machii^s and equipment are such 

that basic, as well as current laanipuiative skills needed for employ- 
ment, can be easily demonstrate^ anA practiced. 

.... 5. Equiiwent storage and stockroom systems approxiraate those used in 
the occupation taught, and provide for systematic and oExSerly 
storage, dispensing, maintenance, replacement and inventory control. 

.... 6. Adequate provision is made for securing emergency repairs, *»quipnient, 
arki supplies* 

7. students are informed, prior to ^urollment, of all stij^lies they 
are required to purchase, where luch supplies may be obtained, and 
how nwch they cost. 

.... 8. Except as noted in number 7 above, all supplies necessary for 
instruction are provided for students. 



MARVLAND croMr-nn^jn^y <:ci.T.fc:oE 



IN'^TALLAtlOM RATinO SCAtE 
TACUITt- A,a.5 ::TAFK OP A PROGRAM (e.<l, hy.&"!imVE SECRETAHiAI.) 

CiiAkAi'TEHJSTlC 



;;vti^at;.Knr The staef is ad<?quate to fulfill objectives and carzry out ail 
tf-^'-i^l ru'.ctionia. 
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F<^slt:ir'>ni^ in the iafcititiiticn have l>een icjantified and established 
In ligtit Cft functions n<><?ded to carry put^the institution's career 
proqram* 

Adequau* per.scnnei are #=^mployed tc: on<itble the institution to carry 
.ill roct^ssary fancti^m: in connection with career programs includinqi 

5, Public "Nations and public information 

student recrultitient . 
c« riacemenc and fpllow-*up 
Giiidince and counseling 

ftosearch and :5urveys as to popqlation and labor market needs 
tm ^>:cupation4l analyses 

q« Coordination of community resources irbcltKiincf cooperative work 

sUidy positions 
hm Evaluation 

• i» Institutional /prograni/co\arse plannir^? determining and stating 

objectives 

• 3. Staffing patterns and staff fur>ct ions (position description) are 

known and understood by members of the institution^ 

mm mm 4 m Kst'ihl i shed posltlons Br^ filled pron^ptly* 

Krich Instructor has an equitable teaching load and schedule* 
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f>* Release time available for personnel to develop and coordinate 
program* 

7* The nuinber of instructional and supportive staff is adequate %^n 
the following are taken into account: 

.t* fJumt^er ol students enroilod 
hm Frequency of admissions 

Cm Total teaching and non-*instructional responsibilities 
of the faculty (such asx cr^lttee work, curriculum 
developn^nt, meetings, cooperative work ••study etc*) 
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■ "d."\.Ty^)r. of... program, 

•v e. Nature itistru^^l.iofi (luhtiratory/clafacrocm'^Mirk-^tiidy J 
fm Numi^cr o£ work, stations ■ 
q. Pfethods and roaterials used in instruction 
h. riumber arid li>e*mon of private and public facilities wiiere 

Btiii^nts recfeive prwictical' tralning * • " ■ 
£. Nature of the sttjKjent body 

Staff roc'iabers aw qualified ar«i competent for the c^sponeibilities 
of the positions they hold; they j 

a. Conform to the competency standards set by the appropriate 

occupational advisory conmtttee. 
b* Have an appropriate background of professional preparation 

in career programs, 

c. Have had experience in the world of work. 

d. H?ivp current license where recjuired. / 

Instructional and administrative staffs 

a. CoBsnunicate effectively with envployers, organized labor, 
and others in the coarounity. 

b. Are dedicated to the institution's career program 
objectives, 

c. Show an awareness of the needs of the community. 

d. Exhibit a concern for the needs of individual students. 

e. Accept current philosophy and practices in career education 
as evidenced by providing training to incliKle new ar^ ener- 
ging occupations, 

f . Maintain active mandjershlp in relevant professional organiza- 
tions and attend professional meetings. 

g. Participate in a continuing |«:ograin of self -intprovement. 

Instructors, coordinators, and department chairwen have demonstrated 
coropetence in the occupational or subject matter taught. 

Instructors have personal characteristics which are conducive 

to effective teaching and which serve as models of those accepted 

in the occupation taught. 

l^istructors, coordinators, arrf supervisors are professionally 
competent and able tos 

a. Identify curriculum content. 

b. Evaluate stud^t progress continuously, 

c. Organize material into effective learning seqttences. 

d. Utilize appropriate media and metl>ods, 

e. Organise and manage the learning situation effectively. 

f. Wbrk effectively with others (students, faculty, 
administration, community), 

g. Participate in establishing and in^>lementing institution, 
program* and curriculum goals, 

h. Assist students in their selection of occupational goals, 

i. Make and use studies c?f student aivi community needs. 
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I. Art* w»|Mbl«' .J I'toRKitltifj Inservlce imptoveroent of tnis true tors. 
r.« Art? cofnpefQi it in <^rvUv"jijig curriculum conte^ 

Inioimiiion^ .irid othf^r ^ub^ect matter, 
■ Aie c^pal le of 'prepc^ desighecl' to in^prove , 

inatructionjl com^ tenet:, • ,, , , s. 

d# Are' cofflpetetit to assist instructiofial staff in . the selection 

of facilities, equipment, atod instructional materials, 
t?. ?j:e capable of evaluating instruction and identifying strengths 

dnd limitations, 
t. Urider$tan<i the role .:ind importance of vocational/technical 
education in econoniic development and ccnaminlty growth. 

14. Instructors* coordinators, and supervisors regularly contribute 
to tJ^eir professional growth by: 

a. Attend! liO relev^int inservice ^^rkshops. 

b. Rf» turning to their rccuf^ati^nal fields:; for upgrading 
attd ro'-'resher tr.iining and experience. 

c. Pursuit .)f roievant college courses in technical and 
professional areas. 

d. Attending regional and national conferences. 

e. Visiting business or office situations as well as otter 
schools. 

• ••• f« Active participation in local business enqaloyee groups. 

TlK* rating sheet indicates the ideal in terms of building space that 
p'-^ss<=?sses functional design and structural features that viould enhWKie the 
instruct i(jn.ii process of the Executive Secretarial curriculum. Also, the 
£<^tin>7 sheet ijvdicates space provisions for people {stwJent, faculty, etc.) 
v.hi. p.3rticipate in the program, as well as equipment and support services 
t; maintain the program. 

The criteria Is to be used as a guide in evaluating the adequacy of 
the taciUties for the support of the program of instruction. 



• • • # 
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. ; Mitch discuss iwr has taken g>Iaco regarding tho "prrriucLt ot conanunity' 
colleges. Those unfamiliar with the purpose of these «cpen-t!<^r" inistltu- 
tions often mistakenly consider only degrees granted; thus, two-year 3 net i- 
„ tutions are many tiines confused with four-year schoois in tenns of product. 
Others consider credit hours earned as the prrjduct of the coinnwnity college 
whil<> still others see the college producing whole persons. All of these 
may be valid in sowe context. However, in this docuaent, the product of 
the comnunity college measured fay the achievement of the specified objec 
tives of d program as stated in the progrsan proposal. Therefore, the focus 
is on how the student is progressing toward the acquisition of skills and 
knowledge required for job placement, **iether or not he or she is placed, 
and how well he or she performs on the job. 

To evaluate the product of career prograuffi at the cocrounity college, 
it is necessary to have three measures? it) student achievement, (2) job 
placement and follow-up, and <3) en^jlc^r rating. The Career Program 
Evaluation Team will be provided with reports the Dean of Career 
Programs ta^ich contain data for these three areas. The team will review 
the reports and raise questions where the product of the program appears 
to vary from that expected. These routine reports may have indicated 
which particular program should be evaluated. The team should look for 
trends and changes in the output of a program. These changes should, 
if possible, be related to a change in one or more aspects of the program. 
Discovering wiiat worked is as important as finding out what did not work. 



. - t Ui Achl<.;-venit.,-fv^ • , , /, 

i?tnU» ;a. .ichiowinenr nk<y l« evaluated in toims of tliree Indicesj 
( • ) ciimul/\t ! v».» qrjde; [ :nnt cjveraqc in career, progtaiu courses (GFA in 

J^'^'^^b ^''l -^verji 3 cumulative qride point ayerd^^^^ (3J pcqgram 

- 'Rpltr-tl. ;v indox, l>Kunentation exists which indicates that a career- 

• rlCT.tt^i jtufijfit may ref<"orih quit© differently in those program courses 

cor;i:t i tute his ma ;or than he does in Ms re<:iuii?ed general education 

• -. ur:3<'i5. 'fhetefore, it may be desirable to report the two sets of aca- 
.l^mi , Jnaici* orj?. Once the qiMde point averages for each student are 

mt<ut:.-d, the averaqes ■ 1 or th.e program, can be comfsuted, . , 

.'I;-.:: third ihdejc o* studf^^nt viqhieveinent is the pr.Tgrau; cunqiletion 
ind'-^x ivci) which is confuted by dividing tlie number of program credit 
h'^urs accumulated by the total occupational couise credits re<iuired for 
completion of a program. For example, if 24 credit hoiirs of special 
cMC<?€>r cours«-s are required in a secretarial program and the student 
hcjs completei four courses or twelve hour sV the index would be 12/24 
or -50* Ml index of 1,00 would indicate completion of the occupational 
portion of a program* The data for each student could be combined 
.^nd the irxlex for the program computed, ^few programs and programs with 
many p.irt-tlme students vwuld tend to have the lower PCX's. 

Those three indicators form the nieasure of sti^Jent achievement at 
the rnmmiinity college. Compared over a period of tijue tl^y may reflect 
i ch ^r^fjr^ in the student population^ clwnges in instruction^ grading poli- 
cion, 1 acuities, ot changes in otner fact )rs resulting from the evalua- 
t".-:.. A i-in'-iiix' iria«;-x ievoi hau Jittir? Viluo In .isid of itself. Orxly 
whet^ tho college specif loc a dosirahle standard does an index have 
ev-)I'i-»tive ujc. 
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•placgnpnt and Fv>llow-i 



The roost imfx-rtar.t persv-n in tlie ftarylafui community coUe^ies is the 
stud«/.t. What happens to a student whil<> in the college, on t\\e job, aiici 
even after matriculation in other institutions, must be d priiraty concern , 
to all vrtia are involved in the edUi.'ratipnal process. 

su^ss of an institution or program can be measured by tfie 
success of its^,M<i^enU» To jJeterndne the effectiveness of a program, 
there must be follow-up from the day the student leaves the institution 
until aft^r he/she gains «!5>loyment» transfers to another institution, or 
terminates prior ta the normal coa^jletion of a program. Follow-up is a 
highly desirable ana necessary process, vi^ch enables an institution to 
determine how effectively it is meeting the current ar»d future needs of 
those students served. 

In this section the evaluation team should direct its attention to 
the following three areas of program evaluation; 

Student Placement s The evaluation team should look at what personnel, 
informaticx}^ and services ate available to the students. Each year the 
Division of Vocational-Techr.ical Education requests «ie following place- 
ment information using a student Placement forms 

A. NUMjer of students co^leting the pirogram 

Nua&ier of ptudents who left prior to normal cc«BpJetion of the program 

Cm iftanber of students viyose status is unknown 

D. timber of students not available for placement 
Number of students continuing their edircation 

P. tlumber of students available for placement 



Ct. Nianber of sttKients en^loyed full-time in a related field 
Hm Nmnber oi students unemployed 

I. Number of students eaiployed in field unrelated to their 
program of study 

The answers to the questions above will supply the i^cessary input 
for the evaluation team in their analysis of the placement function in 
the institution, (see apper^ix A) For exas^le, a program in Executive 
Secretarial Stiidies pcoduc&i 20 couple tions and 4 stiKients who left th!e 
program prior to normal completion. A prof ile of these 24 students 
starting the program and c<Mi5>aring thcra to the nine plac^aent ar^s may 



appear as follows: 

EXEOfflVE SECRETPARY PLACEMENT 

a* Con^letions ••••••••••.•••••••«...,,•..••«•.»«,«,•,.«*»••,. 20 

b. Left prior to normal cca^letion * •.•.«•.••«.••...•••• 4 

c* Status unknown 1 

d# Nlimtier not available for placement • . • . • • ♦ • 3 

e. Niffliber cc»itinuing education 3 

f. Number available for placement • «.••*«..•...«... • 17 

g. timber en^loyed full-time related 14 

h. Niffldjer unemployed «••«#••« • 1 

i« Number en^loyed unrelated #•«••••••••••*•••••.•••..•.••••• 1 



Prom the above information several questions may be aslced. 

1, Why did four students leave prior to normal co»5>letion and 
iii^t happened to them? 

2, What happened to the one stiKient we list as "status unknown?** 

3, In what way are the three students continuing their education? 
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4. ye have 14 studeni^ en^Jlcyed in a progrdm-related Job. 

Where are they employed? 

5. fc^y is one student unec5>loy«xJ 7 

M one student eaiploywi in a job unrelated to his program? 
In answering these questions the evaluation team should take an indepth 
look at the placeiaeiit fur«:tion of the institution to maW r^cOTaendations 
for its <»ntinuatlon, ia^rov^ent, or teiiainati^^^^^ Si«:h z«c<wendations 
will be the evaluaUon of tlw placeaent function pf the instit\ition, 
vis-a-vis the program being evaluated. 
Follow»up 

stiKients in a job is <mly one indicator of a program's success. 
Whether or not the student coa5>leting the program stays on the job once 
placed or enjoys a promotion, are also indicators of success. Thus, a 
periodic follow-up survey is necessary and extremely li^rtant. Oenerally, 
the first survey is conducted four months after completiom, ta^ially in 
OctQher, following graduation in JUne. This survey consists of a sia^sle 
questionnaire which asks if tdie former students ar« workii^ full-time or 
part-time on a progr^related job, the name and address of his/her ^loyer, 
whether or not he/she is in school full-time or part-time, in tim military, 
or looking for a jcA (see aRsendix c). Salary is usually asked for at 
this time. The informaUon collected on this siirvey is reported to the 
Mvision of VocaUonal-Technical Education. A low piroporUon of wi^^loyed 
students at this time may reflect on the program and may surest that 
further investigation of the reasons why the graduates are unen^jloyed is 
necessary. This study may produce recommendations for iMrogram modifica- 
tions. 
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The follow-up report Tor the secretarial program may appear as follows? 
EXSCUTIVE SECRETARY PROCilAH FOLLOW-UP REPORT 



a. CoR^letions .,«,«.,20 

b. Status unknown (Did not return questionnaire) •••••• 5 

c« Afumter not available for en^loyment 3 

dm Ni^sttsef continuing education ••••• •••••« 4 

e. Number available for empioyiBent «•••«.•«.••*...•••....«.«... 3 

!• Number employed full-time related •••••«••..•.••••••«••••..« 7 

g* Number tmenployed*. ,•.•.•.•.•.•.••.••«.•«.,,•,.,,•« 0 

\u Number eniployed imrelated .« 1 

Im Median salary in full-time related <^loyinent S6,75Q 



From the above informa|:ion a number of questions may be asked* 
!• How can the status unknown cate^ry be reduced or why 

was no resjxjnse obtained frt^ one-foinrth of the gradt»tes7 

2. Was the goal of one-fifth of tite group to continue their 
education, or did they continue due to being unable to 
secu£« adequate eir^loyment? 

3. %8\y has the number of en^loyed graduates dropped by one-half 
since initial placement f<Mir mcmths a^^? 

Long-range follow-up is corducted t%*o years after coii^etion and 
indicates how well the forroer students thirtc the program prepared him/ 
her for the job. The total program should be rated by tte st\jdent in 
terms of deficiencies and strong points* Feedback frcsn tte sttxient 
should be the basis for revising the program- Various courses arsi 
coiurse sequences can be rated in terms of his/her college experiemre 
(see Appendix D), 

The loiig-range follow-up will produce the following report* 




EXECUTIVE SECRETAilY PROGRAM 
Ix>ng-Range F^rl low-up .Rep4>rt 



CJiias 0i 1970 

a . Completions ........... v.v, , . . . , ; . . . V , . . ... , , ... . . . ; 20 * 

b. Status unknown ...... v. ...... 1 ............ Z;. ........ 6 

c. Nun*er not available for emplpywent ................... 4 

d. S««*cr who cootinufld education 4 

e. Ifaaber aaployed full -time related ^ 

employed fttll-ttiie uar^ ^ 0 

Hedian salary In fiai-tiae related eaq^loyaent ^.^^^^^ $8,431 

h. Rating of total secretarial prograsi 

1 2 3 4 5^ 6 7 
Inadequate ^ Adequate 

i. Rating of typing instruction 

1 2 2 4 5 6 7 
Inadequate A ^^4^^^ 

i. Rating of office practices 

1 2 3 4 5 . 6 7 
Inadequate A Adeipiate 

Wm this ittforution tlie evaluation tean may raise (piestions such as: 

1. Vhy are only six of tiie original twoity graduates stUl norkii^? 

2. no the graduates feel the piogran ad^nately pr^red thcs f or 
their joh? . 

awloyer Ratjqy of students 

Job entry skills should ha aost obvious to the employer. Tha S»age a 
college enjoys ifithin the business coonunity depmids on the experience 
employers have bad with the school's fomer students. Persoi» i#ho hire • 
and supervise stud^ts are in a unique position to Judge the adequacy of 
the prc^raa in terms of jobaeBtry skills acquired. 



the time of the four-month foUow-up, It Is possible to ask «ach 
^^^"^ P'^*'^'^*^^ ^^'^ ^^'^^^^^ of his/her supervisor with the 

understanding that a questionnaire will be sent seeking program evalustion 
lnfi>raiation. There sboujd be nothing clandestine about this aspect of 
the evaluation process. The nessage ciust be conveyed that It is the 
program and not the student thi&. is being evaluated. See Appendix D 
for sample letter and questionnaire for ei^loyerft. 

The survey of etaployers shduld produce the follovlng report. 

Emnirm SEqiETARf OQ^OTO lutfiire^^i^ 



Skills Rated 

Typing 

Shorthand 

Office ffanagesent 

« 

TeleiHione 
Filing 
Frrtsptness 
Attitude 



E 


0 


U 


5 


1 




2 


3 


1 


3 


2 




5 


i 




3 


3 




7 






"1— 







VA 


A 


I 


ND 


3 


2 


1 


1 


1 ' 






1 


Z 


3 




1 


i 


4 






I 


4 


1 






2 


X 




4 


" 1^'. 







£ " Essential 
D - Desirable 
0 UmiecMaary 



VA " Very Adequate 
A - Atequate 
I - Inadequate 

HD — Not determined 



Fron the inforaatioa the follmflag questlm sight be raised? 

1. Is shorthand necessary for all executive secretaries? 

2. Should onre eophasla be placed on developing telephone skills? 

3. Is the standard for filitsg skill adequate? 



■■ sundry/ ^^^^^ 

described in three ways? (1) stad«int achi^fv«iiierit ^ f 2 ) placGment and 
follovMip, and (3) enrloy^r rating, Ttie^^^^^t^^ mast assess the data , 
provided in each of tbes^ facets in' torros of wtiat the literabers determin*^ 
the program should produce/ and theri note reKJoimaendat lows to either con- 
tinue, modify, or terminate the program. 

fiecause-«pi?oduct data" ai?e gatfer^a r^^ regular reports may 

provide indicators of possible problem areas. A change in the number of 
platementa or a drop in e^loyer ratings may signal ttiat a change has 
taken place Hithin the progjram and suggest that an indepth review is 
advisable. Ptpgram per$<3nnel mist keep in mind that pctJduct data are 
only indicators of what the program may or may not be doing and shotUd 
not be confused with the actual product - the student. 



1^ 

PHASE V - KVAarATIOM OP THE COST BEIEFITS (LEVEL 11) 

^ Any eiralurttitMTi- ay«tem sto^^^ iiiciudej as a final {irfiaiBev theE relation- ' 
sliir oi" program oost and benefits produced* This is particularly important 
H tiRifc; vAien the cc^iege^ support for their opera- 

iiatid* Hio inf or»n--i*:ion containiad in this i^ase cannot l?e ijwnedtately 
f t-?;nslated into i dfHrision to either tertninatt? dr cbhtihue a ptogtrnii, Rather 
the infomati*^ will form an Important ingredient in the declSion*«tJaker«s 
thinking before a definitd decision Is made* 

tn carrying out this final i^ase, the total cost of the program must 
he det«5rmined. Hhe Institution should be able to provide data for tim 
following expenditure areas: 



A. 


Administratlcm 


B. 


E^^aluatic»1 aivi planning 


^« 


Professional developfaent 


D. 


Instructional program <^velopiRmt 


E« 


Contracted instruction 


F* 


Public relations 


G, 


Instructional personnel 


H. 


Instructional materials and supplies 


I. 


Instructlcmal equipjttent 


J. 


Guidance , placement, and follow-up 



These expenditures shK>uld also be broken out by source of revent^s 
tuition - local, State, and fedezral. 



Op6t> tv,vicn*;lag exrH>nditur*r areas, the team theli considers the bc^nefits 
obtaintjd, -Slncl> tH«i word 'lienfji it" ^u^jcsti^^ or 

^*2re are some Lidicators of benefits tthat: ¥^:»m ^t^y ^r.^iA£^: vw^^ 
basic indicator is that of enrol linent - i*e. , the liumber of students in a 
program. With this Iriformatibn the team c^n total costs with total 

ntAaber of enrolled students. A refin^tient of this indicator would be to 
consider the number of credit hours produced in the progron or the number of 
total faculty-stiidefit contact hours* Pata from comparable programs within 
the State dr from similar institutions in bther states may be useful. 

Data obtained f rx>m the product phase ^lould supply other indicators. 
They aret 

1. Student adiiever^nt 

2. Placement and follow-up 

3. &nployer*s rating 
Other possible dUidicators that the team may wish to consicter area 

1. local atxi State manpower needs relative to the program. 
2m Contribution to the quality of life. 

3. Co85)arison of entry-level salaries for students enrolled 
in the program with persons cx^letlng high scj^l <mly. 
Oice the team reviews information an cost and b^iefit indicators, it 
may wish to reexamine the process phase and/or the installation jd^se for 
possible progran n»dification. Returning to tlh^se phases would be par- 
ticularly indicated if a reccKnn^ndation to terminate a program is contemplated 

As with previous phases, the team should conclude its work with a 
recommendation to eithcsr continue a program as is, continue with certain 



Hv^dilicaticns, ^u- to tjuspond or teminate a program. 

tlie thouohts suqvjfcsitions which have been presented in this final 
section wUl c^^rtainly give neithe^^^ team nqr the institution a ready- 
made ^ decision-making formula. However, it is hoped, that the application 
of cost benefit evaluation will con^jlete the overall evalxiation franeworlc 
suggested in tMs docuitent- . 



APPENDIX 
SAMPUIS DATA GATHERING FORHS 
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ERIC 
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'Bie Mwyland State Board for CoBaawadty Colleges axid the Division of Voca- 
tional-Technical Education of the Maryland State Departxueat of &luoati(m have 
jointly developed this Program Proposal Manual ftta- the conBadty eoUeges in 
Bnxyland, Hie tferyland CcBBmmity College Program OevelopBent Council* cqmposed 
of academic a<lministrators of the community colleges, tawlded valuable anid- 
ance in the development of the Itexual* ' *^ 

The Manual is intended to: 

• foovlde guidance to cammmity collegea In preparati<a of nev 
program proposals for presentation to local boards of trustees; 

• Identify eleaents and infoimatlon needed by State a^oades in 
the evaluation and review of the program proposals; 

• Indicate the procedural steps and time schedule in the 
proval process, 

fiidsided la the itonual are a description of the proposal procedure and 
process, the criteria for review of program proposals, a program proposal ftw- 
»at to be used In submitting proposals, the HBSIS Tsaumai^, and the ftmotlonal 
account codes of the unlfom accounting system used by the ecamtnity colleges. 

w^uJl ^'i^ iataitlon of the State Board staff to revise this Itausl In 
S^S^^/Lf *'2!'*?*JSJ*'' J»« been used by the eoBBonit^ colleges. 
We believe that ms Manual will provide a more efflci«it subBdssion process, 
allow fw mm effective proposal review, and finally provide a fbundatloa fir 
subseqisent program evaluation. *w«HH»w.«a xw 



A&red C. O'Comell 
Executive Director 

IbzylaM State Board for Conmnlty Colleges 
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AFSBOJX A 



NmiAHD S1»!rE BQABD FOR COMUmm CKSXBSES 
SBTXSanCRAL I>RQ£>06AL FCR HB^ HtOSAII 



OokUftge Date 



The infionatlon and estinates enclosed are e<s$Iete and accurate to th6 best of 
HQT knoiOedise* laie offisriog of the prq^ssed progran is ccosistait viih the col- 
lege's asmial and long-range plans. 



Signed: : 

Presiiiettt Sttte 

Bsclosure: ? ec^les 



(net mx tise) 



Beceiired by: ' ' 

SBOC Repre(^ntatiTe ]f^ie' ' ' 

f^rogran I^roposal soit ty Uie SBCC to the WSSBi 

Bate 

Arogram Prcpotfal sent by the SBCC to the Xsmt ' ' 

Ilate 

Brograsi Proposal coBOSBents received froa the ICBE: ' 

Date 

Sotiflcation to the SBOC of the CWCB action: ' 

SaSe 

Ptogra» (endorsed) (not endorsed) by the SBCC: 

Sate 

Program Rraposal returned to the college: 

SBCC Sepresentative^ Date 



HOTE: She college vill notify the State Board for CflODBinity CcOleges iqscn final 
local Board action on the progrsB^ 

SAMPLE 



MARXIAin) STATE BOARD FOR COMWJNmr COXroES 
PROGRAM FROPOSAl* 

SuladsBlm Dates 



, HHSIS Codes 

Brewed Jiageiemeatatitai Date: ^BOE Code: 

A « mxs m DBSCRimaf (Oieck as aiaqy as ac^rcj^riate) 

1. D A.A. Degree Q Transfer Q p|>U<m(s) 
□ Certificate Q Occupational Q Revision 

2, Ifplte, as it would aBi>ear in the college catalog^ a brief program 
descrlptlcn giving particular attention to the specific student 
ccBpetencies to be develc^jed. State laajor objectives of the pro- 
gram la clear, ea^cit tema that prospective stunts can use 
as an accurate description of the prograau (Give separate de- 
serlptioo tot each option. > 



♦ » additional space is needed for reply to any item, please attach additional 
Aheets as neoessasy. 



SAMPLE 



A-3 



3* Are there any unique ^quirosents (in addition to general college ad- 
missicoi requi i^ements } that the student must TOet for admission to this 
program? 

D ^ d If Yes, please list requlreoents. 



k. Is a work experience or field project a required part of this program? 

Q Ito Q Yes If Yesy please give detaHSf or if ea^erience is 

organized as a couxve, refer to course description. 



5* Can part of this program he coq^eted hy the student through advanced 
placenent» credit hy eseaminatioQy or prior experience? 

n No Q Yes If Yes 9 please give details. 



6* Cta this program be pursued Toy part<^iiBe (day and evening) students? 
n Yes Q Efo If No, please explain. 



7. Are program graduates required to meet certificatiosi or licensure re- 
quirements prior to Qoplciyment? 

Q Ko Q Yes If Yes, please give details* 



SAMPLE 

o 
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list all rr-';ir< 



iiEGin Cede: 



'.ail: ^iJ^:} r- ' ,> ■ 



•••« ^ r;':" :t:nt firr3!v:c'r.'"n^. f..r ':.r« 
t :.t-/. . < j-ur:.i ■ .M'»ri' all :;ms' 
.■n.;]-ii- ccui-.'te d-^.^-iv: i^,;., Hir/ aij 



Course 
Code Wo. 



Course Title 



Credit 
Hoiirc 



Ccmtact 



NOTE: I'<-'for to Mtr:.-] :-:r.A'ir: '\v Tv->'^ear Ccllorcr i\:r r< r 
vori( distrii.iitinn ar.l r«?t;cr.ij » jucriiion requireir* r.t.s. 

.; A 11 r L E 
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A-5 



B • GBJKCTIVES 



I. List the fipecific program objectives that were used to develqp the cur- 
riculua far this prograa* Opposite each oibjectiine list the course code 
number for tiie course (s) that are sqppropriate to that objective* A 
course can be Usted Biore than once* 



Obdectives 


AEpropriste Courses 
(Code No«) 




• 



C * JnsngTCATICBI <g gROSRAM 

1. List the job titles and/or orgisuiizaticiial affiliation of the neaflwrs nho 
served on the program advisoxy ccoBittee for this program* 



Firotsren Advisory Canidttee 
Job Title and^ or (^jptiMtgLopj^^ 



SAMPLE 
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2. Student Interest: Based cm your local surrey of student interests, 
enter estimated enrdlinents for the first five years of the prograia in 
the table below. (NOTE: 3 part-time students « 1 fttll-tiae studait.) 



BorollsffiEnts { 


' Tear 


First 


Secosid 


Third 


Fourth 




lULl-tine 












Bsurt-tlae 












iVU-tiiBe 
ISoui'VElents 













3. Itoponer Needs: Based on informtlon amilable to the Nuylaad State 
Board for Ooomnlt^ Colleges trcm -various federal and State agencies^ 
estlaates of national and State naapoiier needs a^iprafpriate to the pro* 
il^ed prograffi are tabled belov* (fiuaSber o£ nev ai^ replaceaent 4db 
openings per year.) 



Fro^ected 
SBpliOygeitt 
QiSfeortunities 


Year 


first 


Second 


Ttiixd 


Foorth 


nftk 


ssaifioDsX 












state 












KfffllOTtftl 













k» fiftsed on infoRBation gathered by the (^dlege, college service area eat- 
plcyaent ci^pur lunities x'elated to the proposed program are entered 
belov. (Susiber of neir and replacem&nt icto openings per year. > 



Local 
&9^^09nent 




Tear 






ppperiamltlAd 


First 


Second f Third 










1 







% Give exaoples of Job titles used locally to designate the ^dba for 
which above projections vere xaade and enter proijected salaries for 
typical progran graduate. 



Lee of JOD gitles 



SAMPLE 
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Projected Salary 




Low 












After 2 yeare excerienee 








After 5 years earoeri^sce 









6. Eatimfce the nmflber of certificates or degrees «inrded froo the program 
for the first five years of the prograa and eater helow. 



Projected 




Year 


Graduates 


First 


Second 




Fourth 




A.A, Heeree 












Certificate 












Other bench- 
narks of 
success* 













* please 8peeif;jr: 



7. Vrosi infoxaiatlon obtained frcn the State Board for CoBninity OoUeges, 
a listing of sisdlar prograais and their location is tabled belov. 



ColXefie or Other Source 


Fromn ntle 


Carrot 
EtaroUsieaait 


No* 

Graduates 











SAMPLE 
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Please describe hmt the data obtaiised about studest interest aad local 
eo^ogmat vas obtained. 



Describe efforts aede to vork out 
any lastitutien listed earlier as 
describe any arrangements made as 
tlire axraagsBents* 



eoQ^erative pregraa arrangemts nith 
bsvlng sinilar i^rograao, lasase 
veil as reasons for lack of co<9era* 



S AMPX.S 



10* Giye^ evidence that the new prognm relates to the college's BxmaX 
and long-range plans develofped for the DV!EE and the SBCC. 



1. List ecmtaets made with (a) local secoodarsr school mteiBs. (b) post- 
secondary edu<»tional institutions, (c) licensing secies! and (d) 
other cawunity agoacies as appropriate to the new ^ogran ftor pur- 
poses of progras articulation aa^or coopemtive nwk study arrange- 
aumts. Give details where tixm conaaitffients or cootracts have be^ 
aade. in^addiUoa, describe i^t inpact this prograa wm have \mm 
the racial balance of similar programs in other Sfiu^land colleges 
and universities. 



SAMPLE 



2. Is this parograai Intended to be a regioiml program? 

tU ^° D Yes, describe geogp^hit area to be served and 

oxpectod out -of-eounty/out-of -city enrollment. 



E ' IMPACT OK aOSCTG GQIlEGE PiKXIRAMS 

!• Will the new program, vhen iopleaented, result in chaijged earoUjaents 
in other prc^raas? 

D No Q Yes If Yes, please give estliaates of effects. 



2. Will the new prograa, when linpleiaettted, result in the teradnatioa of 
other pr6grai&(s)? 

Q Ho Q Yes If Yes, pl^^ase litft proeran(s). 



3* Does the proposed program have a texminatiaii date? 
Q 80 Q Yes If Yes, please isuUeate date. 

SAMPLE 
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1» Ectioate the total number of new personnel required for the first f Iv-* 
years of the prograai in the table belov. (Use deeitnl equivalents 
when ajproprlate, ) Attach ^Ob descriptiqnfs) snd Qualification's ) for 
each new positian<s). ' 



fistimated Suaber of Kew 
Personnel Required 
(BSemoumulative ) 


First 


Seemid 


Year 
Third 


Fourth 


Fifth 


New AdBinifitratora 












New ntculty 












New Staff 












1 TD3!AIS 













2, J Ast an d describe all special new equipment needed to iB^laB^t the 
.progrsBu (Divide equipsient to be purchased between operational and 
ci^ital budget itens. ) 



3. In addlUon to the new persoimel tabled above, give evidence that exist- 
IJS *»teff is adequate to provide ccntinuing aaainistrative and simer- 
ylsory s^jport of the prograa and that students have aoeess to cowsel- 

^^fSfS*^® ^ provide career infonaatiott, planning, 

plaeenent, and follow-19 services, 



^. Will new or renovated flicilities be required to liqilaBent the program? 

□ »D □ Yes If Yes, please attach description of required 

facilities. 



SAMPLE 



q « COST ESTilMAm 

1. CosDplete the tables below based on ^ RB^JlR^Km listed In section 
f and your most accurate estiaate of operati<«iai salaries and equij*- 
osnt costs and capital equlpaent and facilities costs. (Enter aoounts 
in JVmctional Codes that apply. ) 



goncugrulative Operatiogial Costc 



Aceotmt Code 


First 


Second 


Biird 


Fourth 




Personnel 












JSouiSsaent 
BQ Personnel 

fouismsnt 












qq , Personnel 
Eoiiiptefit 

^ EQuiiment 
ll) tosoonel 












(2) fiouisBent 













Soncnnmlative CagitaX Costs 





Year 


First 


Secood 


felrd 


Fourth 


tltth 


(3) Ricilitles 












ik) Eaiaipaent 













KoQcxanulatlve Xotal Cd&t 



(SASD XOSAL 






Year 






Of (1), (2). 
(3), and (k) 
above 


First 


SecCTid 


Third 


Fourth 


yjfth 













2. Current college full-tlae equivalent student cost: $ 



SAMPLE 



-56- 



A-13 



3. 



Ai« any noo-State funds ftvailaKLe to sugisort the new prograa trm 
pUbUc or private soureee9 iron 

□ So Q Yes If Yes, detail belov. 




Jescrtbe hov the eoUege nUl evaluate the success of the 
the stated objectives of the ivograa* 



pro9»a in relation to 



SAMPLE 



ERIC 
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AFFESDIX B 
STUDHIT PIACEMHrr QOOTI<amAIRE 



ERIC 



OFfiCS CF IflSTITUTiOri^ RESEARCH 

SS? 2-10 

{Please print) 



Location 



MARITAL ST/.TO Q KarHei* 

Q Single 

OIR 4-72 



Curricultm Studied at . ^,^^2 

Transfer to a College or UjilversUy 43 
Naiue of Instlttttlo a ___44-45 



Major field of stud y .____46-47 

Occttpatlot t ^ g^gQ 
Csijloi'er 

County and State §1 . 

Expected Ue&kly Salary before taxes 52.54 

r|i'1111tary 

Branc h 

□ other " 



S6 



S7 

• ^58-59 



60 
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APPENDIX C 
GRADUATE POUiOtf-UF QUESTKafKAIBE 
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Mfkm 



^ Hale 
If yea, what is ihe name 4^ yoitt a&Md? 



Z ABE Y6Ui>ft£^DrTLY WORKING? 

tf y«s, b y<mt mwk nlMed to yqttr cemimtnicy ctilkse Ai^ie*? 

&inorBif5NAmAm4£mEss 

3. ARE YOU IN THE MILITARY? 

4. ARE YOU SEEKING EMPLOYMENT? 



[JDy. 



f . ARE YOO attending A COLLEGE 
OR UNfVEitSITY THIS FAU? 



{y««. fm-THoe 
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CATOKSVILtBCOMMUKfTY COLLEGE 



FU'o^ correct mailing address betow: 

OBADUATIS OP v.i«r 



CARIill MteOBAMS 



'LaulnA*"^"^^' ^^^f^y ^* Section B. tfy^ are mt currently employed, pleme mtswer 



SECTION A: GRADUATES NOT CURRENTLY EMPLOYED 



Check (^i the response you choo^. 

1 . After graduating from CCC, have you been employed? 

L Yes, |>art-tiine 
I* Yes, full-time 
3. NotataH 



2. The primary reason you are not currently employed is ... 

.1. Family re^nsibilities 

2. Military status 

3. Student status 

4 . Few job openings 

5. Most jobs require additional education 

6. Other; please specify ■ 



3. Are you currraitty ... 

1. Attending college part-time 

,2. Attending college full-time 

3. Not attending college, )mi plan to 

Not attending college and have no immediate plans to 



^' «wT ^ ctSk^, how does your current m^r program ama relate to your CXX pragtam 

,1. They are the same 

2. They are closely related 

3. Tl»y are somewhat related 

^ 4. They are not related at all 

Stop here and return the questkfnnairef 
Thank ymf 
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SECTION B: GRADiUTES CURRENTLY ENPLOVED 

For &itstkms i - ?. please cheek M the mptrnx ym ektMtse. 
L AKeyouoiirrntiy emfiioyed... 

i I. fuli-time 

.2. (tart-time 

2. Did you ho{«i your present job whUe atteniliag CCC? 

^^itoJr^*'*" HwAt'i//Mr/.//wtf/ tlmt/ob while attending CCCandare now n^ing 

K yes 

2. no 

3. Is your current job located in... 

J ' Ba}ttfn<n« County 
2. Baltimore City 

_^3. Washington, Prince George or Montgomery County Area 

4 . other MaiyJand location 

5. CRit-of'State 

4. The most accurate relationship between your career piogram at CCC and job is... 

program helpful and dlfeclty related to job 

.2. program helpful and slightly rented to Job 

|- Pn^gratnnotiielpfuf and d^tly related to job 

^4. inogram not helpful and directly related to job 

y program not at all related to job 

5. Your annual salary before deductions is ... 

(Ifyouofte working part'titne, please calatkteytmrmkF}' ma fidl'timeba^ 

I. belowS5,000 

2, $S«QOO to $7,000 

3. S7^to$9,000 

, ^4. S9«00lto$il>000 

5. above SI 1,000 

6. ftior to graduating from CCC, did you have work experiences related to your cunent position? 

I. No, none that was related 

2. Yes» woric expettence that was somewhat related 

—I* X**»"P^**<*"* y^'of<*^'«c<*y w?iated work experience 

4. Yes, one to IHe years of directly related work expertence 

-5- Ves, more than five years of directly related work experience 

7. Shice graduating from CCC, have or are you... 

A. enrolled in college courses 

I. yes,par^ttme 

_2. yes,ful^t^me 

3« no, I chose not to 
^4. no, but I plan to 

B. enrolled in traiaing courses offered by your employer, company or organization 

1. yes 

2. no, they are not available 
3. no, i chose not to 

4, no, but I plan to 
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Fof Quentkms S - 10. ptcme write the number representing your response on the One provided. 
, 9. Rease rate your satisfaction with your preKiit job using the following scale ... 

/. highly i^tisfled 
2. dissatisfied 
J. satisfied 

4. highly satisfied 

1. salary 

2. Opportunity for advancement 

3. (^portunity for salary increase 

4 . fringe benefits 
- 5. yourjob 

6. opportunities for frtemi^lps with co-worker» 

^7. communication with superiors 

8. importance of ycHtrji^ 

^ . <Wortuflity todothethingsyou wcietraifledtoilo 

9. Compared to persons in your field who have tmt yet earned m A. A, degree or completed a idmilar 
program, but have about the same amount of experience, please rate the degree to which you feel 
y<Ht ... 

Nursing Gntduaies: pkase comptffv yourself to 3-year haspiktl nursing school gmt&tates 
who have about the same amount of experience. 

1. never 

2, sometimes 

5. usually 
4. always 

^ I. had a better chance of being employed 

2. have more opportunity for job promotion 

3. perform job tasks requiring a higher level of ^ills 

,, ^4. earn a higher salary 

5. are m<ne satisfied with yourjob 

Is an A.A . degree required for the job you hold? (Plme check) 

I. Yes 

2. No.tmtit'sfHefened 
3. No,and nopreferen^ispven 

10. ff&tse write in the corre^Kmdtng number of the response behw which best describes how you feel 
^ about the career-vocatkmal courses you took at CCC. 

ft not appticabte 

1. notmetptate 

2. adequate 

3. more than wkquate 

I. The variety of courses was ... . 

■ 2« The introduction to tiie various areas of knowledge required in my career was .... 

3. Thedepthof the various areas of knowledge required hi my career was... . 

j' The presentation of job activities and cateer opportunttks in my fteW inchided hi courses was .. 

5. The emphasis on practical appUcatkm of course material was ... . 

6 . The currency of test and laboratory equipment was ... . 

7. The quantity of test and laboratory equipment was ... . 

8. The oi^tunity to learn job skills requhred by my career was ... . 

9. The theoretical understanding of the skills required in my career was ... . 

" 1 0. The preparation for my future given me by courses was ... . 

_l I. The number of elective courses was ... . 

1 2. The opportunity to take courses outside of my nuffor career area was ... . 

13. The emphasis on analysis of course material as opposed to memorization was ... . 

. 1 4. Overall, my satisfaction wit^j courses in my career area was ... . 

^ Er|c -3- 



^ Statements descHhe experience i-om ma% Have had at OitnmvUle Community 

umge. f/s% the fiittowttg sw^, pfime indictttc your degree ofi^eetnetit with the statement. 



1. highfy iSsas^ 

2. (iistgree 
agree 

4. highly agree 



WHILE ATCCC: 



1 . I became more aware of why others believe antl act as they do. 

-T 1 1^"*^*^ *° **^*Sh th«? pros and tons of various courses of action before I made a decision 

5. I be^ to feel more perwjnally ivsponsibic for my actions than I had in the past 
4. i teamed to set goals that «-en? suited to my abilities. 

-A I E^^SSi? t«>^5r|jop relationships with students than f had tii the past. 

6. I became more tolerant of differing viewpoints on issues of iotcrcst to mc. 

■« I with my own, rather than others' evaluaUons of my accomplishments. 

», i began to better understand mysdt 

,9. I became more able to get along with persons different than myself. 



Rease wnteyourjob title and naine and address of your current employer, aow the subdivision of the 
oi»anttafton hi which you work. If you work for a government organization or agency, show the full 
oiganizatioiial designation, such as department, bureau, dhriswMi. section, and the like. 

. . . YiHir job title 

i . ^ Employer organization 

_ • • Subdhrision of oiganization, if appropriate 

■ Street 

— : City, State, Zip Code 

Please write the name and job title of your immediate supervisor. 

' Supervisor's Name 
- - Supervisor's Job Title 
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Are there additional ^ilk Of areas of knowledge tliat you feel duniklbc ad«led to your caieer orogiafn 
itCCC? — — _ ' 



Are there spccmc skills or areas of knowledge that you feel shouM tie eliminated from your tXX: career 
program? . 



Are there any courses which you fed couW be altered or diminated in your career progmia? 



Do you now feel that any ^ific courses wete vitid to preparing you for your Job? 



Do y^ have any additional comments or suggestions regarding your career pn^ram and how it lelates to 
your joof 



Stop here and return this questionnaire 
wpSttor to'SSlSeTit ****** your name on the Employer Questionnaire and ask you hnmediate 

Thank you for your assistance! 



ERIC 
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MONTGOMERY 



A two yenr iMblie cwnmuntty eoflege 

ROCKVItLE. MAHYlAm 20850 (30!) 762-7400 



Dear Graduates 

tie need jreur lielpl 

Every year m ere asked by aeabers of the College 
eanaunity to discover v^t oor grmftietes ere doioS' 
Eaeh fell therefore, survey students «Ao received 
e degree or eertif Icate during the preceding ecedenic 
year. Uould you please eooplete these parts of the 
enclosed ouestionoaire '*lch pertain to you and return 
it in tte sel£*addressed st«qped enveli^e* 

Your assistance in tkin project will be apprc* 
elated by all those coi^nwd tfith inproving the 
educational program of Msntgonery College. 

Sincerely > 

lUpart Cell 
Dean o£ Institutional Seiesr^ 
and Analysis 

RIG: ami 
Enclosures 
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CAMPUSES AT ROCKVILkE AMD TAKOMA PAMC^MARYLAND 
Pdrmerly Montgomery Junior College 



MONTGOMERY COLLEGE 

Of mSTITUTIONAL RESEARCH OlAmiATE FOUOW4fr OtIiSIIOMNAtti 



m'A.:t' CHECK A! f H^PRIArS BOX OH eC^^lIlTE A$ APPEOFfUAT^ 



Am: YOU tm. 

□ i 

In SCttOol 



Urt^* A fid L 



{Check oner tmly} 

□ 2 
In AiHiary 
service 

y lease acf^leta 
i'izru B and & 



t^loyed full* 
turn 

Porta C mii B 



□ 4 
looktiig for 4 ^ob 

Poults p md B 



□ 5 



Part S 



RAKT A 



40 
41 



42-43 
44-45 



46 



4f 



IF rOU ARE IN SCHOOL 
21 ' AT • • • 



ARE VOUOmiCIiaY EIWIOIUD FULL-tll€ I OR PART-TUC 

u 1 Da 0 1 Q4 

Tf* anlverslty A Haryland A N9ry{«n4 A Un*»er$fty or 

or stAta Prfvate College College In 

Msiyimd Coll«>9e or teiwrsfty Kashlngttm. B.C. 



A Unlversf ^ or 
College not In 
Nafytwd or O.C. 



□ 6 
A Tra<te or 
Technical 
School 



I'm etten dlng 
Hontgonery 



W4AT IS YOUR OiSSENT MA.H)R? 



OF TRANSFER COLUGE 
OR UKIVERSITY 



OID YOU LOSE ^Y CREDITS M TRANSFERRItIG FROM H.C. TO Xm PIKSBIT SOfOOL? 1 Yes 2 NO 3 9im*t 



If IMM many and In wfMi courses? 



«0W l|«a OID «W60l€R)fCOU£8£ WAIC TOO FOR YOUR PKSEIIT ACADEWC STI®IES? 

O*- PL Ql D* Os 



Not at all 



ExceTlmtly 



Hetae go to Poet S. 



IF YOU ARE IN THE NIIITARY PUASE /isSHER THIS QUE^ttd^ 



00 YOO INTEIIOTO ....? 

ftake A career of 
tt» miUtary tenrfce 



itettim tP» Of ffmi 
ft Job aftar sorvif^e 



PUmg go to Part B* 



I 
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yART C 

IF YOU ARE EMPLOYED PUAS£ AfiSWER TH£S£ QUEsH^ 



49 



»-5l 

S2 



51 



Emplojfer: 
Address: 



«RV«E HAIfE V{WR PFRMISSIOf< TO SEf<0 ¥UUR SUPERVISOR A QtffSTIOfWAIRE REOAKOWG HffiJTCfflSRY PR0BRAK5? 
If yes, PUm jf ve hfs/her name; . 

Job tUte cf your posltfon: — 

Next ant1cip«ted position: ' 

USING THE COOE SEUW IWAT IS rOUR CORJttNT «£EKir INCOME WTHOUT OyERTI«E» BEFORE EDUCTIONS. 
0-$J00 $101-Sn5 $nMt30 $131-$145 $146-$1«) $161* over 

Di 02 03 O* OS D« 

KOtf ««l«f HOURS PER mn ARE YOS FWH.OYEO? 
HOf k<»i& HAVE YOU SEEN EMPLOVEO IN rOUR PfSSENT POSITION? 
iMi tiwi 1 yr. 1-2 yrs. 3-5 yrs. 6-10 yrs. 

Oi 02 oj 

ARE YOO PRESENTlf EHPiOYED IN: 

Mmtsonvfy CotnUy Other Cotoi^ fn Md. Saltlnore City 

Qi 02 03 

Delmsre* Pa. » 

HirqinU or West Virginia Other ftit-of-St«te location 

WHO l«LPEO YOU TO LOCATE TOUR FIRST JOS AHER GSAOiMTINS FROH HBNTQOfCRY COLLEGE? 

Faoilty Nvter M.C. Placement Office EmpliQ^t A^qr 

farHli' or Friend Other Nathod 

WHAT IS Tl€ REUTIONSHIP BETWEEN YOUR PROGRAM AT MONTGONERT AND ViH» JOB? 

Directly related Sofflwihat related Vaguely related Not at all related 

Oi O2 Os O4 



II yrs. or nert 
Washington, D.C. 



Iteld sane i«h{1e 
attfind1n|_Mbntgojjjcry 
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57 



IF YOUR RESPONSE IS "NOT AT AU RfiiATtO" THEK OtfClC THE APPimiATE REASON BElOi: 

Could not find Job In field Better pay th«i fn field of stifdy 



Setter ep|»rt<mlty for 
advancement than in field of study 

Old not wmt to wrk in field 
once I 9ra<faiated 



Wanted to ej^lore otter mrk 
possibilities 



□ 4 



Otiwri 



as Qe 

aEASE RATE YOUR OVERALL SATISFACTION WITH YOUR OmRERT JOB. 

Hf9hljr dissatisfied Dissatisfied Satisfied Highly satisfied 

Oi 02 03 

fLEASE RATE YOUR SATISFACTION WITH THE PREP/WATION l«)»TCOI«Ry Pmnm YOU FOR YOUR JOB. 

Highly dissatisfied Dissatisfied Satisfied Mi«My satisfied 

03 



PAKtD 

IF YOU ARE ONDf»LOY£0 AND LOOMNS FOR A JOB AN^wkR THis ^^ilk 



5« 



iLiS «SlSStf ^^""^ • J«>b What is tue maior reason you feel you Have been enable to 

□ I Salary too low in the field for which I am twined 

□ 2 There are very few openings in the field for which I an trained 
D 3 I need mora education to qualify for ttw Jd> I went 

□ 4 I have changed ay career obj^iw since gradation 

□ s I really am not looking for a Job ri^^t now 



PARTE 



60 



61 



GENERAL ~, 

ttlAT PART OF MONTGOMERY'S PROfflJAM HAS HOST IMPORTANT IN YOUR CHOICE TO ATTEND? 

03 Qa Qs 

Special courses Financial Aid Job Placement General Repuutfon Open Adartsslon 

Service Policy 

WO YOU REGRET YOUR CHOICE OF COURSES AT WNTOOKRY COLLEGE? 



Other* p{MM 



□ 1 Yes □ 2 

If so, what do ymi wish you had taken? 



No 



ERIC 
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UID H»b SEWEFIT FRtjr-5 THE I'iSTRSiCTIffi? 

}<o Very 11ttl« 

D^D you BENEFIT FROM TH£ COU{iSEL-lf<a? 



Very little 



03 



Q4 
Very rnuct* 



Very ssich 



WERE THE COURSES TOO DUFICUU? 



03 

Son»what 



Very ouch 



WHAT WOUID YOU fTOST LIKE TO SEE OlANCED AT MONTGOMERY COUUEGE? 



WHAT WOULD YOU IE AST LIKE TO SEE CHANKD AT fWNTGOHEM COLIECE? 



MHAT WAS THE MOST IMPORTAKT 
pi Lm cost 

O2 Con«9e conveniently twatad 
Q 3 Program i wanted was offered 
Q 4 Denied admission to another scittol of dtolce 
□ 5 Had academic probleos at another school 



ASON m CHOSE TO AHENO MONTOOHEW COLLEtSEV <Ch#»Ck only one) 

□ Good reoutatfor at Kontgonery 
O 7 

Da 



a * 



HOW WELL DID WHITGOMERY OBXEGE PiSPAW tOU FOR fOJR mmt 

Met at an A little Hell Very well 

IF YOU KAO IT ALL TO 00 OVER A6AIM WOULD YOU AHENO MONTGOMERY? 
Yes O 1 Ko □ 2 

cowcms 



Advice pf others 
Wanted to live at hooe iriille 

attending college 
Otfter (write InJ . 



Excellently 



PLEASE RETURK COMPLETED QUESTIOWIAIRE IN ENaOSEO, STAMPED, SELF-ADORESSEO CJIYELOPE T>j 

OFFICE OF tttSTZTtrriOML SESEABia 

KanTotwEWf cmmm cnttECE 

Si MatOIAiCSE STBE&r 
ROCKVIUC, NAAYLAIO 20850 
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COLLEGE ^ 



A Iwo feat pufrfte comifluRity eoftese 
R0CKVIl.LE,MARYUND2C^ J {301) 762-7400 



OFFICE OF lasxiTirria^/jL RESEiinaj - '^P^'^ COPY 

F«r Oiscus^ Purposes Oofy 

Fleacc place a chfcctc nark in the appropriate box and fill in details as approoriate. 
Yoor rcspcnsc!* will assist In the evaluation of the Collef^e's educational proeraw. 

ss^ nnn qj rrrr i 2-10 



l<ast First 
(Please print and indicate if your nstss has chatiped aince you attended HC) 
Permanent Addres s 11-40 



Curricului,! ju which you graduated frcia ItC 

Post Graduation Activity 

Transferred to a College or University 

Qi Full-TlEo 

Part-Tine 

Hane of Institution 

location 



llajor field of study' 

«ork 

Ql Full-Tim . 

\/j2 Par--Tla:s 

Occupation ' 
Es^loyer 



Oounty and State 

«hat is your fieekly salary before taxes? $" 

Qiillltary 

Branch , 

father 

Explain . 

t^arital Status j^] 1 Ilarried 



43 

44-45 



48 

49-50 

51 
52-54 

S5 
56 

57 
58-59 



2 Single 60 

If you are wrking Is your job related to what you studied at MC? 61 

□ Yes □ no 

If you are not workinp are you setskinj?; ecployment? 62 

U Yes □ Mo 

IL?®***®*^ seeklnf? maployiKent have you contacted your College Placeiaent 
Office? U Y^ □ Ho . 63 



Thank you for your cooperation. 



OIR 5-72 
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OFFICE OF fMSrntlTIOKAt. Rfi^ARDI 



Kame 



Year of Graduation^ 



(!sarrie4 naae) 



1 



1948-73 GllADUATB FOLUR^UP StlTOY 



Pvxnaneiit address (if different fxos that on envelwie) 



June, 1973 



I. PRBSEKT STATO 

1. tffiat is your present status? (pease dieck one only) 

^* I aa eaployed full-tiae and as i»t currently enrolled in a 

college or university. 



2» I a» eaployed ^li-tioe and am enrolled part-tiae in a college 

or university « 1 

— I a» eaployed full-tine and as enrolled fiill-tiiBe in a col lege I 

or university. 

I 8« wnployed part-tiae and aa enrolled full-tioe in a college 

or tail vers ity. 

5. I aa not eiqployed and m enrolled full-tine in a college or 

university. 

— ^ 22$. an4 aa enrolled part- tine in a college or 

unive^ity. 

7* I in the Arsed Forces and not enrolled in a college or 

university. 

8 ' 'i aa in the Amed Forces and aa enrolled part- tine in a college 
or university. 

9 > I aa in the Araed Forces «id aa enrolled full-tiae in a college 
or university. 

... 10, I aa unes^loyed hut am seekii^ eaployaent. 

11 • None of the above. (Including houseirives, retirees, those In 

training prograas, etc.) 

2. Ifliat are your present education goals? 

I ' I an currently 'vnrolled fiill-tiae in a college or university. 
2. I aa currently enrolled part-tiae in a college or university. 



_S. 1 plan within the next year to return to college. 

_4. I plan to return to college so8»day. 

J5. 1 aa currently enrolled in a specific training progran. 

6. I have no plans at the present to continue oy education. 

7. Hy educational plans are unknom at this point. 



3. Please check the highest degree held: 

A.A. S . ?<.D. or D.D.S. 

_2. Bachelor's 6. Ph.D. or Ed.D. 

.3. ttoster's Other (please specify) 



4. LL.B. 
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11. ©iPtcwiEm' 



(Please ccnnplete this section only if you are employed full-ti&e; otltexwlse 
skip to section III). 



4. Occupation or job title_ 
Bi^loye r 
Address 



7. 



!*at is your current annual siUazr rango {witliout oveniQe}t 

I' l/p to $5,000 ^ ^1. Ill^ISTta $14,990 

?• $5,000 to $7,499 "6 . $15^000 to $19,999 

S. $7,500 to $9,999 $20,(m to $24,999 

$10,0)0 to $12,499 



4« 



t^ero is your jdb locatedt 

^ 1. Hagerstown 

2. Within tfaahlngton County 

3. festem ^iaryland 



8* $25,00 or ov»r 



4. 
"S. 



6. 



ir.Va., Va., 0.C., or Pm, 
(within 1(K> fldltfs of 
HsgmmtOMo) 
Outside these areas 



Please check one only: 

Ity Job. is in the occv|>ation for which I was prepared at iOC, 

2. Iff Job is related to the education I received at HJC. 

3. % job is not related to the education I received at HJC. 



III. EDUCATKm 



(Please conplete this section only if you are enrolled full-tiae in 
or univ4.rsity; otherwise skip to section IV). 

8. In irfiich college or university are you oirrently eioollod: 



a college 



9. tihich of the following best describes your status? (please dieck one only) 

Junior 4. Professional school 

2. Senior 

3. Graduate school 



5. Other (please specify) 
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10. 



11. 



Wiat is your major field of stuc^f (please check one only) 

1 I- Agriculture 5 Conservation 9. thaanities 

Architecture 

Biological and Health Science 10, 

Business ll . 

Education 1 2. 
Engineering 1 3. 

English-Speech-Literature 14. 

Home EconoQics 



2. 
■5. 
4. 

5. 
"6. 

"8. 



IS. 



(Art, l>ht$ic, Draaa) 
Joumalisa 
Languages 
Law 

Math or Physical Sciences 
Social Sciences 
Other (please specify) 



Han related is your present najor to your curriculiSB at HJC7 

1. They are identical. 

2. They are closely related. 

3 . They are soneidiat related. 

4. They are not related* 
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2^^!! 2Proxiaat« cuBRaative grade point average at the College 
y«m are iKw attendii^t (Please indicate if it is not liased <m a 
4<.0 scale). ' 



S.S 

'2.5 



4.0 

5.49 

2.99 



2.0 - 2.49 
"^elow 2.00 



EVAtUIKTION OF filC 



IS. 



S?***»r^* 2® foUowing a8|>ects of HJC as y<m knew thai while attending 
iwc. Fiace the q^ropriate mis^ on the hlank preceding each aspect. 



Fair, Mow average, or o£ little value 
Poor 



1. Excellent or sti^erior 4. 

2. Good or above average 5. 
S. Average 

(Please aarfc fX> if vo u have no hasis fbr rating tfte asyeeta^ . 



Teaching Faculty 
Studmit-Teacher Relations 
Learning Ataosphere 
JPellow Students 
A<Uftistration 
j^iirse Selection 
ptrriculuR Selection 
Cotmseling 
Freahaaa Orientation 
Registration and Records 
Student Activities 



Jnter-collegiate Athletics 

JEnti^mnrals 

'Job PlaceiBent 

_ financial Aid 

^Cafeteria - Food Service 

JSofAstore 

^Facilities 

"Library 

[learning Resource Centers 



Other Coasents? 



14. Have your educational goals been changed because of your experience 
at HJCT If so, howf_ 



15. If you had it to do over again, would you enroll at KICt 
X«» Ito Doiibtful 



Nhy? 



No 



Doiibtfbl 



W. ff»ttld you recraoend fljrc? Y es ^ 

17. Nhat fionents or suggestions for iii|>rovemmt would you oahe? 
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MONTCOMERY 





ROCiCVIU£.|IAI%yLAND 208SO • m) 782-7400 



OFFICE OF IdSntijnONAL ItE^ARCH 



1972 ^^AWtftTE SiaVEY 

« 

PLE^ PUa A CHECK HWac IN THE APPROPRIATE BLANK AND FIU IN flCTAILS 
AS APPROPRIATE. 



S S# 2-10 

tPime print) — — ' 



PEmANEHT ABDRESS 



41-40 



Currlcultm Studied at H C 

FUTURE PLANS 

Q Transfer to a College or University 43 



Nasie of Institution 
Location 



JI4-4S 



Hajor field of stud y 4^7 

□ *•* 4S 

Occupatio n 

Employer . 

County and Stat e 5] 
EKpected Weekly Salaiy before taxe s S2-S4 

Piffilltary 

Branc h 

Q Other 



SB 



57 

Explain. S8-S9 

MARITAL STATUS □ Married ~ ~" 

□ Single 



taum-VT (juusi io:ni'iii2 of !ecic/.i. assisi-amt studekts 



^ 



Last" Maiden ^Fi^^ Inttiol 

Address " * ' ' jl/^^ ■ 

Street and tio. City '^^kate . Zip 

/ 

T&lepbone _ _ ^ ^ 
Hate yott recelvcxd your Medical Assistltig Certificate 
or A* A* degree . 

If you dUd not receive » Certificates t?hat part of the training is laissing? 



Rave you attempted any parts of the AAI>f^ Certifying Examination? 



Zf YeSf mark those parts ATiniFXED with the letter "A** and those parts passed vith 
the letter "P» 

!• Medical Terminology, Anatomy, and Physiology. 

2. Personal Adjustment and Human Kclatiens; Oral Conmiunications; >tedical 
Ethics and Etiquette* 

il* MeddLcal La& and Economics* 

4. Office Skills; Secretarial and Administrative Procedures;; Written Coiinnmlcations 

5. Accounting, Credits and Collections; Records, Medical and tfon-Medlcal* 

6# Examination Roow Techniques; Sterilizacion Procedures; Care of Equipment. 

7» I^tboratory Orientation (Urinalysis; Hmarology; Bactcriologj'; liiminology 
and Injections; X-Ray, Electrocardiocr.:phy; Pliys iothcrnpy) ; . 
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^ If not currently eaplcycd, please check ona ot tho lollowing reasons: 

Attending college Honteraaker Cannot fiiad cdnployioent Other 

If employed, ifi your employment — Part tiiue? Full ttoe? 

Present Tositlon ' How long employed? 

Present Employer ^ " • 

Type of Business . 

••; ' . ■■ ■, Address .^^^^^ 

Street and No. City State Zip 

Telephone 

If you arc employed in a medical office, clinic, otc.s please anf?wer the following 
* questions: 

« • • • ' ■ 

Total number of persons currently employed in your office, clinic, etc. 



HuBjber of each typo of employee In your office, clinic, etc. 

_ Medical Assistant ' ' Registered Nurse Other _ 

— Medical Secretary Ueensed Practical Nurse Other _ 

« Physician's Assistant Other ' 

What are your weekly earnings BEFORE TAXES AND OTHER DECUCTIONS? 

\. $ 0 - $ 89 $110 - $119 $140 - $149 

90 - 99 120 " 129 150 - 159 

^ 100 - i09 130 - 139 160 and over 
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hnvv ycu had ft ci>rcnr a d%%mc orient in the rnr?t yerr? Y ns K o 

If YBS, plcnrc* dhnch the kind of advfiwcer^ntj 

t# .^..^ Incrcrcc in salary. How nuch? per week, p er month, or 

per ycfr 

2# ... Increase In fVincc benefits? V.liat kind?^ ' 



3* ... Xncrt'OgQ in responsibilities? Describe 



Ji# Propjotion* DvMcribc 



5* ^*KeH Job Title. Describe 

6# Other. DoBcribe 



Is this your Initial job after graduation ffom Kcntcofiory Colloee? Y es No 
If m, why did you cbsncr ,iobs? ' 

Did your training at Montr.onory Collejjo equip you to bo prodictivo at nn entry- 
levcil job as a medical assistant? Yco * No 



If KO, why not? 



Did your trcininr: at Montgoroerv College equip you to adv.^iicc to a position of in- 
creasing re:. ponsltility after a reasonable anount of experience? Yes _N6 

If KO, why not? • ' - ' ■■■■■ . 

If you desired to furtJier your study, has your training provided a co»prchensive 
fotmdation for such study? . Yes jjo 



If KO, why not? 



Po you have any sucgestions for improving the Medical Assistir^g Program? Yes _J!o 

If YES, please cKptail. 



It would be htlpful if Montconcry Collccc could interview your #>r.pioyer. We will 
itot do so unless you give permission. Do we have your pemissiou to do so? 

^Yes Ho 

If ycu ncc;l additional space, please use a plain sheet of paper and attach. 

If we can be^ further help to you at any timo, pleas^e call on us. 

^ mini: you for ahnverinf. this qu^ftlcrr- ir-. It ir our airr. r?>r'.'c *n\i an-i th- 
ERJCiy;:!;:lH,^L!:r?r!j^^: '^^^^ traimnc and follcw-up poi^cible in thr, fiold 
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APPENDIX D 
LONO-RAITGE fOU/M-VP QU^IOSHAIRB 
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MARYIAMD PUBLIC COMMUAtrtY GOLkEGES 
FORMER STUDERtT FOLLOW UP STUDY QUESTIONiyfAfRE 

WINTER, tm 



N! 24878 



OrujinnllY %hv purpuso iif Cunmiunitv C; fknjt^s in Mar yianit ab in oihtfi states, w^s to provkle the lif st two ^«ir$ of a 
iKicculduf i*att? {K uyr^m Owt uii* years, huvv^?viH, tfujy tmw Imvome more CQmprehensiv^e in the Scope of their curricular 
i)ffc*»ifHis ThfHi*tivt*. »fi oHlf! that wo ??uiy ubsoss how wt?H these pfotifattis arfj bervinq the MaryMnd public, we ask you 
t(J con^fiiete this qim-itiar.fiii^f i;. 

fur yuur cofivi»nH*}n;c a prf adilt i»ssud and stamfierf rcrturn efmjtofw is encfo^. 
1 tiank \vu for yinif assf^tiinrt? and cof?pt?ration. 

Smccroly ^nifs, 



1 2 3 4 *> tj 
7 K ~fo 
Ti T? 13 
T4 



AHr€5d C. O'Connell 
EKecutive Oir^c^ 

Marytand State Board few Community Cotteges 



iifcidtMiCf 1 Ves 2 No 

I <ft|ftet.t tf^ifw HH ftt^^tHl I A A 2 Certitfcate 3 Oipk>ma 4 Other Mmd <«peof y t 
Ciif temly »*»}n)iUMi 1 Ves 2, No • 



5. None 



W 21 77 
55 26 7? S 
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iiiidnlct U 
79 

51 



34 3h 

31 j; ai 5? 

40 41 
47 43 



Sk'ttton 2 student te^mn^* 

A PUu^ riff u* the appff >|WMte sex de$igh^«i<i for your»e*f 1 . Mdk? 2. Femate 

B litdH dtM ur wHh fi cifif of tJn* li>lki¥'.iHq <|r'ui|ts you t.ofi**id<>f yoiir«kfflf liekm^mg 

1 Wfutt? 7 BUtk 3 Ofi**i»#di 4 StMttfsIt Sfifnami*d Ameiiutfi 5 Ametitvin litdfari 
6 Uth*»f <sp<>ci<y> , ^ 



V. ri*',isi» st«H»» v(»t*f v*?«ft of biith 



0 ^huis^ hst tht? folii>Vi^tn<| Miff)fm<*fM>ft dfmut ynuf hi<|h schatH 



46 379 



l6 



IS 



63 



PART 11 

EPUCATH3f>IAL^^^ ENTftV tO THIS COM 

these itflnis^ 

£ Please circle ^Jg pytnwv ygaion fof ftfst aTtt^ndHng 

1, TaobtainanA. A degree b€^ofefrdn«f€»ffmg 

2. To obtam an A, A. ctegree; no f unfw ^nmed^e 

3 To otta^ a Cert^fk^ateor i^akma to ^npfove or 

& Totafc^stm^cofiaoele^ciHifS^t^foretrattsferrtf^ 
6* Totdkesmielte£tfm$eoftff98swh^lnfer«stednw 
7. TotMt9onei^9eir«^aico4tfsesofspGafll^t8resi 

f. Was yow pfimafV miarosi, ;-u^eii i^iove, achieved 
tefom you left thia rommtmlty orilega? 

1. Yea 2. No <rf you re^xmi nk>. please miMer G other 
Mdiepii>ceedfoHj 

G. What pf i^nary reason«a> macfo you iteade to dt^^omfnue 
«tendw>ce at community coiege? {If more than one 
leaftm apptes the jjjg or ttwee most »itport£mt 
reieons.) 

1. Traia^red ft &ueredmffitaryservk:e 

2. Empteymem 7, Lacfcof fmanci^siippofi 

3. ^rsbnai 8. Moved ttiamMtmar^ 

4. Mmiage ft atsnga^educatlm^ goat 
ft Lack of if ttef M 

H. Ptedae ctrcte ai of the h^ovving echicatkin^ acth/itiea in 
which yottp artfc tp o i e d after tegy^thbc^^ 

t. Adoliethica^onaipro^ama 

2. the-Jobtrm^ 

3- Corravpondenoe couroea 

4, TV.cotnetoifcieaifc^) 

ft Attended eoncefts. l»amB, theatres, lectures 

ft Other (pteaseapecifV K 

7. Honeof^^iove ' "/ 



I. Please eircte ^ of the foSoMnng community iN»Jvtttes m 
you f«ye parhctpated after tsavmg this com m unit y 

1. JC'a* seizure dt^« community ^oups,fx>krtca! 

poups^etc. 
2' Church gro^ 
ft PTA, school volufMer 

4. fled Cross, ftosf^ volunteer 

5. Recraatipn, scouts ^eop. athlete 90up volunteer 
6 Othflf (nlBMe soacrfvl 

7. Moneclthe^>ove 

J. Did you attend this ccmimunlty m^qe primarily on a 
part time or fuH time bas^ (Part time less than f 2 credit 
hours per term; fuQ time 12 or more credit hours per 
term J 

1. Part fane 2. Fi^ time 



S7 



If 



TT 3 TT 

IT 



PART If I 

CygilENT^V gMPLOYEO FORMgR STUDENTS fA» 
<of nitff students who nft tiw^ effiftktycd and/w who yv&e 
t^ n|>toyed anfryfiiateh> afe^ ^yir^ ttns rwrmw^jy' 
^ ^ewfii if v<y^ tf^steffed to ^K)ther m^oiN^ 



fliiouk^ r^pond to these (y^^lkws i 



Nic^cme the ^o|K^^>htc location tn vvhtch you ffiS 
r^esenity employed 

i Tlies»ne4;iKmty^c^asth«<^irnffHi^ 
2. Ottw comty in M^ylOTd 
3 &^tain»^C^ 

4. Wa^fm^mi.OX 
ft O^aware 

5. Fennsyfyania 

7 Vtfi^m 

ft West Virginia 

8 Oth& out of -state location 

t. V\^iatByoiffcurremen^>loyn»nt status? 

l.Pm time 2. fuBlime 



fW 



Have you changecf iot»s hetwesn the time you toft iWi 
ccwnmumty college and Mmi»y 1ft 1974^ 

t .Ves 2 No 

Horn long have you be^ employed in ycKur ptesen 



yettr 

2. t*2yei^ 

3. SS^ars 



4. 6 tOyms 

5 tlyaarsormore 



For l^ypunch instructions eitly 
S,..^(blaf^) 

1?jcafd#1l 

78 77 ^ 7§ iSlPorm # (rom from pagel 



Segincard #2 



Pf^se Im^cate hoth ymir int | ( ^ rf emfisoymem year 
•etory t^xm laa^ thte community conage and you 
l^esent amptovnwn vearfv sjBterv. 

Infti^ Salary: $ — 



^esemSak^; $^ 



Ho^ did you locate yoi^ hrsi |ob aft^ leaving 
community cottege? 

! faculty at this coHege 

2. Tim ccHnmunmr<^>Vege*splacemem office 

3. Emi^yment agency 
4 famffy or friend 

ft Other method 

6 New san»e|ob while mtendingttusct^ege 



Continued on next page 
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* 



IHOgrdm At th<s cummutut y cuiieye yaur job 

I Program UMWily refuted to jn!) 
2. Progriim scKncmrhiftt reUted to 



Vet 



Not 

No Ao0HcaMe 



fnefeafing your thecmttc^ 
undBTStamteg of 8k^ 
required f Of v<Hif ^ 

Inereasif^ youf abtltties 
to perform skilhi 
re(|iitred by your fob 

OtnaioifiQyouriob 

Obtaining salary mere iset 
erid/or pronrottonft 



o 
□ 



□ 

□ 
□ 



o □ 

T Would you list your emfdoyer and job this? 
t.YM 2.No 

Name of Emptoyet (vot^jntarv* 



o 

D 
□ 

□ 



Job Ttiki Ivoktntdryl^ 





1 


2 


3 


4 








O 


D 


□ 


a 


□ 






n 


O 


o 


□ 


□ 




advancement 


o 


O 


o 


a 


a 






o 


□ 


o 


□ 


□ 




fFitn^ ber»f its 


□ 


n 


o 




a 




Jol> tfnpoftsnc© 


□ 


D 


o 


o 


□ 




Comniwication wntti 


□ 


□ 


o 


□ 


□ 





29 



35 



PART IV. 
F_eHW£0 TO 



<T8 WHO HAVE 




U. tmmei^tfily after loav^ this cormmif^ coSoge. irie9S9 
wKfcate the of iro > titu tio n to vi^iidi you uw ffef to d, 

f. AiH>ttt^My^^tewitHtf>tecoit<Biwrfty co^ g > 

2. ApubScSmecol^i^lM^iffBmt 

3. TneUr^y««^ofMttr\4Md 

4r Whiry{and|)ri^mftKir^Vttarc(rii^ 
& A|vl^eMK^ywMi^yiMl«(Hl0S6 
6. MttylandlectoiciriyowTinwwsM toh Q Ot 

8. 04d-<rf-<»Ate femr fir{«m fifril^^ 

9. Ottt^f^uRetiie-yvariNAIlecMeg^ 

t1. Out ^ -^te tedtfricirf or o omme r cia l tclioot 

V. It you £^ cwendy mwfOed in Ae fradtmiofi j i^ dtea ^ in 
(Ul above, circte yoitr pioeent e wptt rno ot status, (flam 
respond lo both Sf ^os mni Oa^^tomion. for exmipte: C2) 
FutttfW (31 Junior J 



St at ij» 
2. Fui-time 



Qi£B8lfi(satim 



t- Ftaafiiiian 
£ Sofriiofnofo 
3. Jmior 



• imaii 



WXtieck your grada pol^ «mg^ 
(U) abo«« bMOd on • 4iMAit scalft. 

{fJtos8tfiari2i» (4»aO-3LA 
(2.110-2.4 &)aftand0y«r 

X. To 9Kimn wm your cimteiAim progpram ft fMa 
conrnnmiiy «^ogo nMmd «> yoitr maior at insttutiM 

Oif^^r^dted 
2* SomoMffioi f ot a to d 
3. Noti 



Y. Reaaadioc^ tfieda(r9a<^68ttefi«:iiootoyv^ 

tNs comrmifMy cdtoge pt^mmi you (or additional 
^odemkr¥wfc? 

1. £atram^saiatsctor9y 

2. Sittista^ctf^ 

3. Unsatiatetc»r% 

Z Ho^ many credit iKwra awHNf at tfiJs community collega 
were not accopf^ ^ the ^istitwtion indicatad In (Ul ab^ 

t. An credS hours accepted 

2. loidt aoadithoias 

3. Lofit4 6cradlthotm 

4 lost? 12 credit hocm 

5 Lost 13 20 cred^ hours 

6. Lost more than 21 credit hours 



ConlMnuedon nciKt p«ige 
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^'ARTV fcNvmONMENT AND SERVtCtS Of^ THIS CQWMUNlTV COilgnC 
iAti tofiTitff Mutit't^t^ ^iH)uM n>i>^nu lo thcfM* iit?m!t ? 







With it«<n 


DiMatisfifHi 






Sat^fted 






0 


1 




3 


4 


g 




Overali quadty of tnsiruction 


n 


n 


O 


n 


n 


n 




Faculiy dvaiMitMNv <tft«t class 


□ 


n 
u 


n 


o 


n 


n 

i.Jl 




Facwitv <nierest <n stutfems 


□ 


tJ 


n 

•J 


n 


n 


o 




freshmen orientation (vogram 




Li 


I J 


n 


n 


Li 




AvailabUifv of cultiiral programs 


□ 


ul 


□ 


n 




rn 

w 




Assistance hmknQ emfilor^mmn 


□ 


□ 


a 


n 


n 

LJ 


Li 


M 


Counselvtg far atune seteciion 


□ 


□ 


□ 


a 


a 


o 


39 


CounsetHig tor penonM f»dbtomsi 


a 


□ 


□ 


a 


D 


D 


« 


Over an coOege fdciitt«es 


□ 


□ 




o 


□ 


□ 




Facilities in my ceHeqc; program 


□ 


□ 




D 


D 


D 




Student facibty r^attonst^}* 




□ 


□ 


a 


□ 


O 




$ttKl«>t retationshifis 


□ 


D 


o 


n 


□ 


D 


44 


Student mffuence ffi coffege decisions Q 


O 


□ 


□ 


D 


o 




Variety of Audent extra 
currtcular activates 


a 


o 


□ 




□ 


□ 


46 


Vanaty of stud^i organuations 


o 


O 


□ 


□ 


□ 


□ 




Academic 8tmo^)here 


n 


D 


□ 


o 


□ 


□ 




Overall conege atrmtsphere 


□ 




n 


□ 


□ 





BB WoM you fecommcnd to a frtend v«>ttr progiram of sitNly m tH» commurHty 

CC. Woukt you reconrneml this <:ofnm 
I .Vett 2 No a Uncertain 

THANK YOU FOR YOUR ATTSNTKlN AND ASSISTANCC 



^ keypunch fnttruct.om miy 

5t /MCblanH^ 
2 

%\cm6 #21 



S^tfnedsCC 76 8QDn Card ^t 



EMPLOYER RATING OP PROGRAM 
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BUSINESS REPLY MAIL 

Fint CUmPmtmix No. tS«S, Mtiirm*, Md. 



t ATONSVILLE COMMUNITY COLLEGE 
800 South RoRingRoad 

Baltimore. Maryland 21228 




ERXd**"' Institutional Research 



a 

I 
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■ *> 
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MON'TGOMERY f T r ^ 
COLLEGE I I I i 



A two yeat public community coliege 

ROCKVtLLE. MARYLAND 20850 S 1301) 762-7400 



ttear Supervisors 

MoatgoBery Coimnmity College is condocting an evaluati<m 
of Its educational prograiBS and would appreciate your assistance. 
As the supervisor of an M«C. graduate, you are in a unique 
posici<m to provide valu^le input into our study* 

Please share your knowledge with us by co^leting the 
enclosed questionnaire and returning it in the stashed, self- 
addressed envelope. 

Sincerely, 



Robert L. Gell 
Dean of Institutional Research and Analysis 



RLG:aml 
Enclosures 
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CAMPUSES AT BOCKVILtE AND TAKOMA PARK. MARYtAND 
Formerly Montgomery Junior Col(^ 




Supervisor 

(7) Firm 

(8) Address 



^^ONTGO^CRy coMHUNiiy college graduate 

EMPLOYER QlCSnONNAIRE 



Nane of Montgomery College Graduate 



Degree or Certificate 



Title 



Does the position held by this MC graduate require an Associate degree? 

(1) yes 

(2) 

(3) 



Not required but preferred 
No 



(10) 2. Do you employ other two-year college graduates? 

<"-l2> (1) _yes Hoir many? 

<2) No 



(13) 



(15) 
(16) 



3. Do you give preference to a prospective employee with an Associate degree 
over a person with two years of college and no degree? 



(1) 

(2) 



Yes 
No 



4. If an employee in your organization earned an Associate degree would he/she- 

A. Have increased chances of ^ □ Q ^ □ ^ Q 

being promoted Never Unlikely Sometiiros Usually Always 

B. Be expected to assume ^CZI^IZ] ^ED ^ fl ^ I I 
greater responsibilities Never Unlikely Sonretimes Usually Always 



C. Be expected to perfonr 
job tasks requiring a 
high level of skills 



Never Unlikely Sometimes Usually Always 



S. Ba&ed on your own experience of supervising a ^ntgomry College gratote please 
indicate how Adequate you feel the College prepareii her/him in each of the areas 
•listed below. (Ch&ak appropriate response) 

^tore than Hot 
Inac^uate Adequate Adequate (&served 



(17) 


A. 


Depth in the various areas of knowledge 
required by the job is . 


1 

□ 




(i 




(18) 


B. 


* 

Scope of the various areas of knowledge 
required by the jc«> is 


□ 


□ 


□ 


□ 




<• 
C* 


Understanding of the theor^y behind the 


□ 


□ 


□ 


□ 


(20) 


a. 


Perfonnance of job skills fn^ the 
beginning of en^loyment was. . - . . . 


□ 


□ 


□ 


□ 


(21) 


E. 


Familiarity with equijuient and machines 
used in your operatlcm in the beginning 

• • # « • • « • • « • » « » « • « 


n 

LJ 


i_j 




LJ 


(22) 


F. 


Ability to conminicate with superior is 


□ 


□ 




[— 1 


(23) 


a. 


Ability to get along with fellwtf workers 


□ 


□ 


□ 


□ 


(24) 


H. 


Overall work attitude fs. 




□ 


□ 


□ 


6. 


WouTd you ei^loy another Montgomery gradui^te 
your current eisployee? 


who has a degree in the sane area 


as 


(25) 


(1) 

(2) 

O) 


Yes - without reservation 
Yes - with careful screen ina 
No - Why? 











Please specify any additional skills that you feel an AA graduate you employ 
should have: 



26-27) 



Is there any weak skill or technical area that should be strengthened by the 
College? 



X28-29) 



4 



> ] mm 



8. Please specify any addUtorral areas of kni^^tedge that you feel an graduate 
you entploy should have? 



(30-il) 



Is there any K^eak area of knowledge that should be strengthened by the College? 

(32-33) 



9. Please feel free to add any additional coranents; 
(34-35) 



10. If further evaluation of college programs is needed, would you be willing to share 
your expertise and be contacted by our faculty? 



(36) (1) 



Supervisor Completing This CJuestionnaire: 
Name . 

Title 

Con^any/Organization 



Street 

City/State/Zip Code 

Pleoffe return to: Dr. Robert I,. Gelt 

Dean of Institutional Reaearak 

and Analysis 
Montgomry Cormunitij College 
5Z Mannakee Street 
Roakville, Maryland S0860 



ICmploycrs Mill he. flskcd to respond to tho foUot^infi (iticst'ionnalrc. 



wivsici/'j<»s KVAU5AT1C:; or iedical assistaot ckaduate 

DRAFT COPY 

Fw Oiscu^siwi Pafpows Only . 
OFFICE OF msnTUIIONAL HCSEARCH 



' Lflst Maiden First Initial 

Period covered by this evaluatio n 

miysieian's ■K«uac - - - -■ 

Telephone ' 



typo o£ Practice ' 
Address 



Street md Ko. City State Zip 

fpsnn completed by ■ Title 



Total nur.ibcr of persons currently employed ia your cffice, clinic, etc. 



1, Please indicate the number of each type of eroployec you employ in your office, clinic 
etc* 

# 

Medical Assistant Registered Nurse ^ Other 

. Medical Secretary Licensed Practical Nurse Other 

Physician's <\ssistant Other 



l a/ u , S"a^"*tc on her peifornance of each of the listed functions. 
! ^° ^^""^ appropriate. If you feel the student vcg veil 

qualified as c result of har training to porfonr. a r.ivon function, please place a 
Chec.< mnil; in thc^ cclrnn headed VKU. QUALniKD; if you fcal the sttuUmt 
W.13 cdequarcly rualifioJ r:, a result of her iraininr rerforr. a ^iven fuiicion, 
p-cace taacc c chncU r.-.ar!: in the cclixx. ho^iuci ADrTwunLV QUALirr:iJ- etc. If fhe 
o I f :..?f '''"^ practice, please place a check inark in the Xcst 

-R?r " headed tCOT A;'PMC\r5LK. 



Clerical Procedure's: 


Kcll 


Adv'c[Udtely 


Voorly 

Qu.iiifi 


Not 


I. Dandle the tplcplonc 










* • 

2. Screen telephone calls 










S» Ferfonu recf»ption duties 










4« Typa a medical history 










5, Take a medical hir.tory 






• 




<*• lype rnedlcsl reports and 
consent foms 










7. Hake hospftal reservation; 
for patients 












6, Ttttte care ot incc:.ting and 
outgoing rail 










9* tialntain aiedica;. records for 
Sttbftiission to official acencics 










10. Use a transcription machine 










* • 

!!• Use a duplicating nachine 










12, Use business irachine^; 
calculator, etc. 










r 

13. Compose shorty routine letters 










14» Take care of filing 










Ht^cutd fecSf charges «nd 
payisents 




♦ 







0 
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Cleriri:! Proccdurur;: continued 
Si nil out bills 

X7m Kec|> a set oi account buoks 

18 Prrpnre ince;,H* statements 
mul balance clutts 

19* IVjkcj c*itQ of banking 

2O4 Reconcile bank statements 

21. Handle petty cash 

22, Take catc of payroll 

23 « Conplcftc Intzuirance lonas 

24* Plan and prepare itineraries 
for the doctor 

25» Take care of houiekeepihs 
dudes 

2$. Purchits?', handle, ana score office 
supplies 

27. rtirclutsf, handle, an^' store 
isr.dical su|)plic:s 

28. Maintain dcctci*^s n'-ccicnl library 

29. Typ'» nanuscripts 

30. Other (plc^iso Kpcciiy) 



VIcll Adequately Poorly Nat 
QttnliflcH* OvinVinc*^ Qualified Arpl.c.bl e 



o 
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Ksr con mum 



Well Aiicquatfly I'octrly Not 
Clinical rrpccdurvv; : Qi«t? t i U i\ ^'Hi-iJ iltf r»tinl in> U _ A'm*]/ /.r/; t 



I. 


Prepare p»Ttiont for phytilcnl 
exaaniuatlcti 










2, 


Srane patient 










3, 


* t 

w 

Tftke vital sU»& (TiT* *intl 
blood Pfcssjuti'^ 










4. 


Use Slcril t:rchniatit^*4 










5. 












6. 


Starllise am! naintnin cqalpnt'nt 
And i8ui>plicK 










7. 


Prepare and admlniittor cm I 
medications 








• ■ 


A- 


Prepare and ^^Twinistur 
parenteral medications 


- 








9. 


Assemble itqui^i^cttt for ex£minaEipn.H 
and dicicno^stic Drocodurcs 










10. 


Asner.blc oquip."..^nt aud asai&£ jitli 
mliior surfical procedures 










11. 


Assist with and/or apply dressings 
and bandages 










12. 


« 

Change surgical dressings 










13. 


Perform Irrigations 








• 


14. 


Use a raicroscop? to identify r.icro- 
ftcopic prpparations o£ urine sedlrict 


t 








15. 


Use a r.fcrosc5p2 to identify r..lciro- 
scopic preparations of blood ceils 










16* 


Use a iricroocopo to identify ricrc- 
0eopic prpp.iratiors ol b.:ctrri.jl 
spccricns 
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Hoc 4*1 color frA^t-r lo re^id rcnults 
of tolorin^i'lrJc prci-fduvcF: 

a« . f^li«co::c by kit mtftliod 



t>, bleed uren nltrojicn by kit 



c# (otltvr) 



64 (01 her) 



18# I'liinii'i avA ntLninlstcr Intravenous 
|>unctu>c fi^r blood fc4i%»chwen 



19. Pcrfonn cn;ullary puncture for 



20. CiT/llcct urine spccin^cns 

.21, Perforni routine urinalysis pro* 
ccdurc 

22* Pcrfnrni a s^lnplc prcr^nvincy tc£t 
on urinj 

23. Prrforr' a r.ir.plc Uidnoy function 



24. I'reparc specimens for miling 

25# Pcrfo.r.' il;c rollo;;ir.F, dctcnni- 
ttatlcizis: 

a. Erythrecytp. count 



Well A*Jfqu.*»tcly Poorly Kot 



c. KcLuitocrit 



0 



Veil 



Clinical FjrottuUiiv.s: ccntinun! 



26, Prrfonn stninina tcchniqiicr. 
&« v:rinht»R stain for blt»i»o 



b. Crasa stair, for bacLcria 

2a. (Othci) .... . . 

29, (Other) ' : '■ 

30, (Other) 



/*{".%-}u.*ito1y Poorly 

















































t 











3, What rccoaracndations voaU you make for the improve wnc of the Medical Assijtcnt 
Pr&cticum? 



4. What rceoxCTondations would you make for the teprovcsicnt of the IlcdicaX Assistiint 
Pr >gra,a? . 
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